Burke, Julie 


From: Tessier, Brigitte 

Sent: June 15, 2018 10:20 AM 

To: Burke, Julie; Edwards, Tammy; Bergeron, Anne Renée 

Cc: Gualtieri, Francesca; Boey, Fiona; Prosper, Hantz 

Subject: RE: CBSA ABW Pilot Project & Agency's Teleworking Policy 


Thanks, Julie. 
will get in touch with Francesca to discuss this some more. 


From: Burke, Julie 

Sent: June 15, 2018 9:44 AM 

To: Tessier, Brigitte <Brigitte tessier@cbsa-asfc.gc.ca>; Edwards, Tammy <Tammy.Edwards@cbsa-asfc.gc.ca>; Bergeron, 
Anne Renée <AnneRenee.Bergeron@cbsa-asfc.gc.ca> 

Cc: Gualtieri, Francesca <Francesca.Gualtieri@chsa-asfc.gc.ca>; Boey, Fiona <Fiona.Boey@cbsa-asfc.gc.ca>; Prosper, 
Hantz <Hantz.Prosper@cbsa-asfc.gc.ca> 

Subject: RE: CBSA ABW Pilot Project & Agency's Teleworking Policy 


Francesca will be vour contact on this file. 


Director, Workplace Issues : Management 
Canada Border Services Agency / Government of Canada 
Julie Burke@cbhsa-asfc.age.ca / Ter: : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
ea des services frontaliers du Canada / Gouvernement du Canada 
Julie.Burke(ücbsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Tessier, Brigitte 
2 June 15, ns 8: 28 AM 


lg p nn Fe Pot P Project & = ncy's Teleworking Policy 
Good morning, 


Can you please advise who would be the contact in order to work out the next steps regarding the information provided 


ne EN 


Feel free to contact me if vou have any questions. 


CBSA - Released u ini DOE mation Act 
ASFC - Divu R vertu de la oi ur l'Accès å l'information 


Thanks and have a great Friday! 


Brigitte 


From: Prosper, Hantz 
sent: June 8, 2018 2:15 PM 


o Fiona " jona.Boey&cbsa-asfe.ge.c 
Subject: CBSA ABW Pilot Project & Agenty' s Teleworking Policy 


Boniour, 


I met with Tammy last month and suggested that | write to inform you of our future project for the Agency as well as 
provide an opportunity for us to work together on the Agency's teleworking policy. This will give us the occasion to 
ensure that human resources requirements are applied in addition to incorporating elements of our evolving workplace. 


To provide you a bit of context, the National Real Property and Accommodations Directorate (NRPA) are undertaking an 
Activity Based Workplace (ABW) pilot project for the Agency. This project which is part of the President's 15 Renewal 
Initiatives (space rationalization / optimization) aligns with the workplace renewal that is happening across the 
Government of Canada. 


The vision is to provide the following: 
e Greater employee flexibility in where and how we work in order to promote productivity; 
+ Create a modern workplace to provide experiences and quality of service; 
ə Innovate our Agency needs in every dimension; and, 
e Retooling our work environments to encourage collaboration, using technology in smarter ways, and fostering a 
culture of health and well-being. 


This project will give us the chance to assess aspects of an ABW workplace such as environmental (physical) and services 
features. 


Presently we are confirming the location and timeline for the pilot project however we wanted to commence the 
process of working together on incorporating items that will support the new way of working while we continue to align 
with the acts and regulations. 


For additional information, please find attached our approved investments analysis report that was developed in the 
past (location no longer applies) as well as a presentation for context. Brigitte (cc'd) is the lead for this project; please 
confirm who is the best person to contact within your teams to follow up with next steps. 


Thanks and have a wonderful weekend © 
Hantz. 
Hantz Prosper, P.Eng., MBA. 


Director, Infrastructure, Project Delivery Division 
National Real Property and Accommodations | Comptrollership Branch 
Canada Border Services Agency | Government of Canada 
sper@cbsa-asfc.gc.ca / Tel: (343) 291-5809 / TTY: 866-335-3237 
2 


CBSA - Released under the Access to Information 
k 'Accès 


Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'informdfi 


Directeur, Division de l'infrastructure, réalisation des projets 
Direction des services nationaux de gestion des biens immobiliers et des locaux] Direction générale du contrôle 


Agence des services frontaliers du Canada 


å l'information. 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Burke, Julie 


From: Burke, Julie 

Sent: June 28, 2018 10:44 AM 

To: Bergeron, Anne Renée 

Cc: Gualtieri, Francesca; Muilin-Baker, Patricia; Regimbald, Linda 
Subject: FW: AWA 


Can we get these stats? 


Aulie Burke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
Julie.Burkecbsa-asfc.ac.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-323 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canado 
Julie Burke@chsa-asfc.ac.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: june 28, 2018 10:36 AM 

To: Burke, Julie <Julie.Burke@cbsa-asfc.gc.ca> 

Ce: Allard, Ha <Myriam.Allard@cbsa-asfc.gc.ca> 


Julie: 
i am looking for stats by DG of # of employees who are on AWA (Compressed work week and telework). 


Marc Thibodeau 

Director General 

Labour Relations and Compensation Directorate, Human Resources Branch 
Canada Border Services Agency / Government of Canada 

Telephone 613-948-9861 / Fax 613-948-9838 / TTY: 866-335-3237 
MarcR.Thibodeau(?cbsa-asfc.gc.ca 


Directeur général 
Direction des relations de travail et de la rémunération, Direction generale des ressources humaines 
Agence des services frontaliers du Canada / Gouvernement du Canada 

Télénhone 613-948-9861 / Télécopieur 61 3- 948-9833 / ATS : 866-335-3237 
MarcR.ThibodeauØcbsa- adn >g 


Burke, Julie 


From: Gualtieri, Francesca 

Sent: July 5, 2018 02:48 PM 

To: Burke, Julie 

Subject: AWA information: Compressed 
Attachments: 20180705-AWAOverview.xIsx 


Hello Julie. 


CAS there are 2,407 full time employees on compressed shift and 56 employees on other types of compressed schedules. 


If required, please refer to the attached spreadsheet which provides additional compressed related information (i.e. employee 
names. ..etc.). 


Unfortunately, the CAS does not track telework. Let me know if you would like the regions to manually validate the number of 
current/active telework cases for this purpose. 


| ea of | DG's 
| Responsibility | 
| President's Office 


| IA&PE | Ld Claudette Blair | 


| Rea Mackay — — 
D _ __| Melani Bejder 
ership | y Fecteau 


EN 


| Programs 


| Corporate Affairs 


| Operations | Atlantic 


_| Lisa Janes 
| Rick Comerford 
Nina Patel | 
Roslyn MacVicar 


"| Talal Dakalbab 
| Paul Porrior 
| Andrew LeFrank 
| Lisa Janes 


Thanks, 
Francesca Gualtieri 


Senior Advisor, Labour Relations Program, Human Resources Branch 
Canada Border Services Agency / Government of Canada 
francesca.eualtieri(tcbsa-asfe.gc.ca / NEW Tel: 613-946-4288 


Conseillère e principale, Programme des relations de travail, Direction générale des ressources humaines 
Agence des services frontaliers du C anada / Gouvernement du Canada 
francesca. gualtierl@cbsa-asic.gc.ca / NOUVEAU Tél : 613-946-4288 


© € — — nn 


From: Burke, Julie 

Sent: june 28, 2018 11:08 AM 

To: Gualtieri, Francesca <Francesca.Gualtieri@chbsa-asfc.gc.ca> 
Cc: Mullin-Baker, Patricia <Patricia.Mullin-BakerØcbsa-asfc.gc.ca> 
Subject: RE: AWA 


Regions as well 


de Burke 
LR 


Director, Workplace issues Management 
Canada Border Services hoe Ya / Gov ernment of Canada 
Julie. Burke @cbsa-asfe. Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement - Canada 
Julie. Burke@cbsa-asfc.ac.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Gualtieri, Francesca 
Sent: June 28, 2018 10: 52 AM 
To: Burke, Julie «iul: 
Cc: Mullin- Baker, I Patricia < 
Subject: RE: AWA 


Hi Julie, 
Do you only need this information for NHO or for all regions? 


Thanks, 
Francesca 


From: Burke, Julie 

Sent: June 28, 2018 10:44 AM 

To: Bergeron, Anne Renée <A 

Cc: Gualtieri, Francesca rane NESS 
.£3»; Regimbald, Linda «1i 

Subject: FW: AWA 


asic B 


mt 


Can we get these stats? 


i A alie Burke 


Director, Workplace issues Management 
Canada Border Services Agency / Government of Canada 
Julie Burke @cbsa-asfc.gc.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Can sid p Gouvernement du. Canada 
Julie. Burke Øcbsa-asfc.gc.ca / Tél. :6 48-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Thibodeau, MarcR (HRB-HQ) 
Sent: June 28, 2018 19: 36 AM 

To: Burke, Julie «Julie. 
Cc: Allard, Myriam <My 
Subject: AWA 


Julie: | 
| am looking for stats by DG of # of employees who are on AWA (Compressed work week and telework). 


Marc Thibodeau 

Director General 

Labour Relations and Compensation Directorate, Human | 
Canada Border Services Agency / Government of Canada 
Telephone 613-948-9861 / Fax 613-948-9838 / TTY: 866-335-3237 
MarcR.Thibodeau(Øchsa- asfc.ge.c ca 


Resources Branch 


Directeur général 

Direction des relations de travail et de la rémunération, Direction générale des ressources humaines 
Agenc e des services frantaliers du Canada / Gouvernement du Canada 

2 613-948-9861 / Télécopieur 613-948-9838 / ATS : 866-335-3237 
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Marck. Thibodeau@cbsa-asfc.gc.ca 
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Burke, Julie 


From: Allard, Myriam 

Sent: August 3, 2018 09:11 PM 

To: Thibodeau, MarcR (HRB-HQ); Burke, Julie 
Subject: Fw: Policy on Telework 


Sent from my BlackBerry 


From: Bergeron, Roxanne <Roxanne.Bergeron@cbsa-asfc.qc.ca> 
Sent: Friday, August 3, 2018 16:42 

To: Allard, Myriam 

Subject: FW: Policy on Telework 


Good afternoon Myriam, 


Would you be open to present at our upcoming Operations Branch Executive Committee (OBEC) meeting on August 17° 
to discuss your file on Telework Policies? 


Thank you 


rnmentc of Canada 
Adi jointe ex cut e » Direction kn s des » Operatic 

bd nce de: 5 services ; front talie ers du Canada / Gouvernement du Canada 

ÉC.CA / Tol:6i3-941-8 125 Î ATS : 866-33 35: 3237 


3251 / TTY : 866-335-3237 


From: Sha Katie 

Sent: August 3, 2018 4:41 PM 

To: Bergeron, Roxanne <Roxanne.Bergeron@cbsa-asfc.gc.ca>; Dowlatshahi, Sheba <Sheba.Dowlatshahi@cbsa- 
asfc.gc.ca» 

Cc: Melchers, Chantal <Chantal.Melchers@cbsa-asfc.gc.ca> 

Subject: Re: Policy on Telework 


Hi Roxanne, 
This would be LRCD. Strategic Advisor is Myriam Allard. 


Thanks 
Katie 


Sent from my BlackBerry 10 smartphone on the Bell network. 


From: Bergeron, Roxanne 
Sent: Friday, August 3, 2018 3:49 PM 
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To: Dowlatshahi, Sheba; Sharkey, Katie 
Cc: Melchers, Chantal 
Subject: Policy on Telework 


Good afternoon, 


Maybe you can help me on Chantal's behalf... 
| am trying to find the SME from your Division that worked on the Telework policies, would you know who? 


We would like this contact to present on the topic to our August 17" Operations Branch Executive Committee (OBEC) 
meeting. 


Thank you for your help! 


SM 


eg. t ucl. deck get k R Q*g A wg lx Wess ge 
COOGRQGre: CU PEINT GU. 


Executive ASS! sistat | it, 
Canada 
Boxarine. ted 
Adiointe «tion gener i s ations 

BEER t des servic ces fron talie TES keg Gouvernement du Canada | 
513-941-9251 / ATS : 866-335-3237 


Burke, Julie 


From: Allard, Myriam 

Sent: August 10, 2018 07:51 AM 

To: Burke, Julie 

Cc: Keir, Jennifer 

Subject: Telework Policy 

Attachments: DRAFT - Telework at the CBSA.pptx 


Here's what I started to draft for the EC Presentation... Marc seemed happy but further discussions will take place next Monday with 
Daniel Tremblay (IT) and Pierre Lessard (Security). 


Canada Border Agence des services 
Services Agency frontaliers du Canada 
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potter balance heir profession 
needs, while continuin g to contribute to the ! 
organizational goals. Telework can result in | 
organization, including: 
~ Higher levels of productivity and reduced absenteeism: 
- Enhance — through improved work motivation and a more satisfying work 


benefits i to the 
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Prior to approving requests from employees to telework, Mie apt 
managers shall determine if a telework arranger 
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— itis E feasible for the employee to perform his or her work at the 
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— It respects the CBS qu 
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processes, distribution of the workload and employee morale, etc.); 
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Burke, Julie 


From: Burke, Julie 

Sent: August 13, 2018 12:00 PM 
To: Keir, Jennifer 

Cc: Fournier, Natacha 
Subject: RE: Telework Policy 


| don't have anything booked with them on this..does Marc? 


galie Burke 


Director, Workplace Issues Management 
Ci er Sor i Services PS Agency à /^ Government of Canada 
fc.gc.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence ges. services FORGE du Can: ada / Gouvernement du Canada 
Julie.B a / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Keir, Jennifer 

Sent: August 13, 2018 11:55 AM 

To: Burke, Julie <Julie.Burke (9 cbsa-asfc.gc.ca» 

Cc: Fournier, Natacha <Natacha.Fournier@cbsa-asfc.gc.ca> 
Subject: RE: Telework Policy 


Are you meeting with Daniel and Pierre to go over this Deck today? 


From: Allard, Myriam S 
Sent: August 10, 2018 d 51 AM 

To: Burke, Julie «Julie Mo ee eee 
Cc: Keir, Jenn fer < «Je innifer. Ki 
Subject: Telework Policy 


Here's what I started to draft for the EC Presentation... Marc seemed happy but further discussions will take place next Monday with 
Daniel Tremblay (IT) and Pierre Lessard (Security). 
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Burke, Julie 


From: Keir, Jennifer 

Sent: August 13, 2018 01:16 PM 
To: Burke, Julie 

Subject: RE: Telework Policy 


Yup ~i misread Myriam s e-mail. Marc is meeting with them on Thursday. Thanks for your response RE: bf list © 


From: Burke, Julie 

Sent: August 13, 2018 12:00 PM 

To: Keir, Jennifer Jennifer.Keir@cbsa-asfc.gc.ca> 

Cc: Fournier, Natacha <Natacha.Fournier @cbsa-asfc.gc.ca> 
Subject: RE: Telework Policy 


t don't have anything booked with them on this..does Marc? 


Director, Workplace Issues Management 
Canada Border Services — nc : Å Government of Canada 


Julie. Burke Øchsa-usfc.ac.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


si dani. Gestion des enjeux en milieu de travail 
Agence des services frontaliers du ce ii Gouvernement du Canada 
Julie. Burke eM@cbsa-asfe.gc.ca / Tel. : 613-048-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Keir, Jennifer 
Sent: August 13, 2018 11:55 AM 
To: SURE, Julie Sui ke@chs 


Are you meeting with Daniel and Pierre to go over this Deck today? 


From: Allard, Myriam 

Sent: August 10, 2018 7:51 AM 
To: Burke, Julie «Julie Burke dl 
Cc: Keir, Jennifer «Jenni 


AG 


Subject: Telework Policy 


Here's what I started to draft for the EC Presentation... Marc seemed happy but further discussions will take place next Monday with 
Daniel Tremblay (IT) and Pierre Lessard (Security). 
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From: 


Sent: 

To: 

Subject: 
Attachments: 


Thibodeau, MarcR (HRB-HQ) 


October 31, 2018 03:35 PM 

Burke, Julie 

DRAFT - Telework at the CBSA.pptx 
DRAFT - Telework at the CBSA.pptx 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


Workplace Management, We 
Compensation Directorate 


us 


Overview 


Telework is a flexible work arrangement which offers an opportunity 
to rethink and reshape how work is performed. 

* Participation in telework is voluntary and a privilege. 

* Where it is operationally feasible to do so, telework enables 
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Prior to approving requests rom — to Teiework, — 
managers shall determine i 
considering the following faci: 
— itis operationally feasible for the employee to perform his or her work at the 
telework apum 
— it tapes 


Should one or more of the conditions of a telework agreement not be met, 
the manager has full and complete discretion to refuse a telework request 
revoke a previous y- A oo 


State of Readiness 
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Burke, Julie 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: November 6, 2018 01:48 PM 

To: Burke, Julie 

Subject: FW: Telework - ATL 

Attachments: Flexible Work Arrangement Guidelines - Draft V1.7 - Aug 2018.docx; 
Flexible Work Arrangements - Discussion Paper EN.pdf, awa-guidance-for- 
employees-and-managers.pdf 


From: Sousae, Annie 

Sent: November 6, 2018 1:20 PM 

To: Thibodeau, MarcR (HRB-HQ) ; Mckay, Réa 

Cc: Allard, Myriam ; Keir, Jennifer 

Subject: FW: Telework - ATL 

Marc, Rea, 

Attached and below you will find the information received from ATL on telework. 
Thanks, 


/ HR Nationalization, CBSA 
ji / Ni ationalisation des RH, ASFC 


From: MacPhee, Jennifer 

Sent: November 6, 2018 10: 55 AM 

To: Sousae, Annie «An inie.Sousaetcbsa-astc 
Cc: McKinnon, Chastity «Chastity. VicKinnont 
Subject: RE: Telework - ATL 

Hi Annie, 

Please find attached, the draft that was developed by communications for the Region (which is no longer a project- 
pending the national guid wisi a paper I found on the subject and the guidelines from National Defence (I personally 
think this is really well done) and the guidelines from PSPC. I have also = hed a link to a very comprehensive guide 
that | received from a jdn who works for the province of Nova Scotia. It includes a lot of details and lingo that are not 


applicable to us but I think it is an excellent resource, to demonstrate L detail that should be included. | rece ntly spoke 


with her and she said I ni productivity and morale has gone through the roof since the introducti ion of their guidelines, 
which is no surprise to any of usi am sure. 
http Te | 
- me know if vou need any further assistance with this effort, I am very interested. 
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From: Sousae, Annie 
Sent: November 1, 2018 3:00 PM 
To: McKinnon, Chastity <Chastity McKinnonØcbsa-astc 
— Telework - ATL 
i, if you recall during the workshop, e mentioned that you had done a lot of research in regards to telework. Could 
you please forward what you have, it will be good for Marc's team to consider as he is leading that file for the Agency. 
Thanks! 
Annie Sousae 
a/Director / HR Nationalization / Human Resources Branch 
Canada Border Services Agency / Government of Canada 
Annie Sousae@cbsa-asfc.gc.ca / Tel: 613-941-2815 / Cel: / TTY: 866-335-3237 


@chsa-asic.ec.ca> 


ee es eee 


‘c.ca>; MacPhee, Jennifer «Jennifer. MacPhee: 


TM 


Directrice/i / Nationalisation des RH / Direction générale des ressources humaines 
Agence des services frontaliers du Canada / Gouvernement du Canada 


8 cbsa-asfc. / ATS : 866-335-3237 


Burke, Julie 


From: MacLennan, Isabelle 

Sent: October 29, 2018 02:55 PM 

To: MacPhee, Jennifer 

Subject: Flexible Work Arrangement Guidelines - Draft V1.7 - Aug 2018.docx 
Attachments: Flexible Work Arrangement Guidelines - Draft V1.7 - Aug 2018.docx 


Latest draft — to be shared. Thanks Jennifer. 
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Ministre de 
ENGL du id de la main-d'œuvre 


Minister of 
Employment, Workforce Development and Labour 


Ottawa. Canada K1A 0J9 


With the nature of work and society evolving, more and more Canadians are challenged 
in finding the right balance between their work and pid life. 


are an I v important: dun mati ing j that : a gr The abili iity io HAN these some wi thatit 
fear of reprisal will support economic security for middle class Canadian families and 
those working hard to join them. I will also work with provinces and territories to 
encourage similar — for provincially ee seciors. 


Mni stg pesa pae Fe organi rat ions, ” acadent ics, other pr por other 
organizations concerned about work-life balance. 


I invite you to review the paper and submit your comments online, via email or by mail. 


Your input will contribute to the development of evidence-based policy that can help 
Canadians balance their work and personal responsibilities. 


I look forward to hearing your views. 


he Honourable MaryAnn Mihychuk, PC. MP. 


Canada 
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Purpose of the Discussion Paper 


What are Flexible Work Arrangements? 


Potential impacts 


Flexible Work Arrangements in Canadian Labour Legislation 


Questions for Discussion 


What is a Right to Request Flexible Work Arrangements? 


Potential impacts 


Questions for Discussion 


Desired Qutcome 


Effective Imptementation 


Effective Monitoring 


Questions for Discussion 


CBSA - Released under the Access to Information Act 
k 'Accès à l'info 


ASFC - Divulgation en vertu de la loi sur l'Accè 


EG NG NAL EPE PE TENSE DRE RP T LEETE TN IT ERR RSS SR I STREET T EAE ata MRC PR DM D RP ETE S EERS TOA RS A L RS RE ET PEI EE SOI ER ERES MEET TROU ERP EP ENE PHE PER ME OFEA ERE FREE EEIT Dd 


Today, more and more Canadians are struggling to find the right balance between their work, family and personal 
responsibilities. Developments in the world of work, driven by globalization, technological advances, evolving work 
processes and the need to constantly upgrade skills, have made workplaces more complex and challenging for workers 
and employers alike. At the same time, higher participation rates for women in the labour force, the rise of dual earner 
and single parent families, grawing demands for informal 
caregiving as the population ages, and other factors are creating 


added family and personal responsibilities, especially for middle 


class Canadians and those working hard to join them, 
Achieving balance amongst these often competing 
responsibilities can be difficult, In fact, according to the 
Canadian Mental Health Association, 58% of Gan 
report “overload” due to the pressures associated with 
the many different roles they now play at work and home, 
with family and friends and as volunteers in their communities. 


The amount of stress Canadians experience trying to balance 

their work, family and personal responsibilities can have significant negative impacts: for their physical and 
mental health, their job satisfaction and the quality of life of their families; for employers in terms of absenteeism, 
retention rates and lost productivity; and for demand on healthcare and social services across Canada. 


In addition, those born between 1980 and 2000 — often known as "millennials" — have different expectations about 


employers are increasingly striving to adapt their employment practices to better accommodate their needs 
and thereby improve employee recruitment, engagement and retention. 


Employers are also adapting their workplaces to a Canadian workforce that is becoming increasingly diverse and 


faster than the rest of the population. Furthermore, almost 400,000 Indigenous youth will be of age to enter the 
labour market in the coming decade. Employers are therefore increasingly seeking to create inclusive and supportive 
work environments that are flexible enough to support, accommodate and engage employees from various 
cultural backgrounds. 
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in recognition of these important issues, in November 2015, the Prime Minister, the Right Honourable Justin Trudeau, 
mandated the Minister of Employment, Workforce Development and Labour, the Honourable MaryAnn Mihychuk, 
to bring forward legislation to amend the Canada Labaur Code (Code) to allow workers in federally regulated 
sectors to formally request flexible work arrangements from their employers. Federally regulated sectors include 
about 883,000 employees (or 695 of all Canadian employees) working for 11,450 employers in industries such 

as banking, telecommunications, broadcasting and inter-provincial and international transportation (including air, 
rail, maritime, and trucking), as well as federal Crown corporations and certain activities on First Nations reserves. 
The Minister has also been asked to consult with the provinces and territories an the implementation of similar 


changes in provincially regulated sectors. 


Canadians, meaningful engagement must be an integral part of the policy developmental process. This discussion 
paper is intended to help gather the views and perspectives of workers, unions, employers, employer organizations, 
advocacy groups, academics and other experts, the provinces and territories and the Canadian public on flexible 
work arrangements. It also invites feedback on what tools and methods should be used to ensure that a right 

to request flexible work arrangements, and any related initiatives, are effectively implemented. 


Canada over the coming weeks. For further information about these activities, including opportunities 
io participate, please consult 


htip//www.esdc.gc.ca/en/consultations/labour/flexible work arrangements/index.pa 
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Written comments on the discussion paper are encouraged and can be provided directly to the Labour Program 
of Employment and Social Development Canada by June 30, 2016. Comments can be submitted online 


$ 


They can also be mailed to: 


Strategic Policy and Legislative Reform Division 
Labour Program 

Employment and Social Development Canada 
Place du Portage, Phase Il 

165 Hötel-de-Ville 

Mail Box L910 

Gatineau, Quebec 

K1A QJ2 


Prior ta submitting written comments by mail or electronically, please make sure to review the Privacy Notice 
Statement (PNS) on page 25 of this discussion paper. By submitting your comments, you are consenting to participation 
in this consultation. You are also consenting to, and acknowledging that, you have read, understood, and agree to 
the PNS; and that your submission, or portions thereof, may be published on Canada.ca, included in publicly available 
reports on the consultation, and compiled with other responses to the consultation in an open-data submission 
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Flexible work arrangements are alternative arrangements to the traditional working week. Many of these 
arrangements began to take shape from the 1960s thr ough the early 19805, as employers and governments 
sou uis new RE ee to address el eicit: issues co as pt traite congestion, he D 


hours, h ja ske Ms rates and à eerie - to reduce pn 


nce the early 1980s, and in a context of growing awareness about the importance of work-life balance, 
a ble work arrangements have been increasingly adopted by employers as family-friendly workplace policie 
to help employees balance the demands of their work with family and personal responsibilities, such as caring i 
a child, parent or friend, pursuing education, participating in traditional Indigenous practices (e.g. hunting, fishing 
and harvesting}. recovering from an injury or illness, or transitioning into retirement. 


Flexible work arrangements are now regularly provided by many employers as part of human resource policies 
and informal practices within their organizations, included in collective agreements between employers and unions, 
or made available to emp vent through employment or labour standards laws. 


There are many sm of flexible work arrangements. 

The on common forms allow an individual employee to alter, 
on a temporary or permanent basis, his or her work schedule, 
the number of hours worked or the location where work is 
done, or to take time off to meet specific responsibilities, 
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Flexible work schedules are arrangements that allow employees to better manage family and other personal 
responsibilities (e.g. picking up a child at daycare, providing informal care) that conflict with the traditional 


% 
E 


Monday-to-Friday, nine-to-five work week, for instance by being able to commute to and from work outside 
af rush hour. Common forms of these arrangements include: 


+ Flextime: Working a set number of hours with flexible start and finish times agreed upon within specific limits; 
* Compressed work weeks: Working for longer periods of time per day or shift over a defined period of time 
in exchange for a day off; 
* Time swaps: An employee requests time off for personal reasons and offers to make it up by working longer 
than usual hours on another day; 


e Split shifts: Working two or more periods during a defined period 


of time (e.g. 12 hours) in a day; 


* fime off in lieu: Overtime can be compensated by time off 
with pay at the rate of 1.5 hours per overtime hour worked; 

* Right to refuse overtime: An employee can refuse to work 
overtime; and 


+ Notice of shift change: Employers are required to — — 
notify employees in writing at least 24 hours in advance 
of a shift change. 
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Arrangements that provide flexibility in the number of hours worked allow employees to reduce (or increase 

to a certain limit) the amount of time they spend at work. These arrangements are particularly useful to support 
employees with intensive caregiving responsibilities, older workers transitioning out of the workplace, employees 

coming back into the workforce after a career break (e.g. a parent), or employees with a health problem 

or disability. Examples include: 


* Reduced hours/Part-time: Working fewer hours 
than the traditional work week: 


* Jab sharing: Allowing two employees to jointly fill 
one full-time job, with responsibilities and working 


time shared or divided between them; 


* Partial leave: Working a reduced time schedule 
tor a temporary period of time; and 


e Gradual retirement: Reduc cing working hours over 
a period of time to support older workers transitioning 
out of the workplace, 


Telecommutin "i 
outside of the traditio nå! workp TAS | ies yer a Inm or d basi 5, Thea arrangement: can neni m 
by allowing them to schedule their work day around their family and other personal responsibilities, while at the same 
time effectively meeting work requirements. It can also accommodate employees who have certain disabilities 
and are unable to leave their home. 


While working from home or remotely is not a new 
phenomenon, new technologies such as 4G data services, 
instant messaging, web conferencing and cloud storage 
are making it more and more feasible. 
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Leaves are arrangements that permit employees to take time off from work to meet family and other personal 


E 


obligations without the loss of employment rights. They can be paid or unpaid. The duration of a leave can vary 
d | 


^x 


from a few hours (e.g. taking a dependent family member to a medical appointment) to a few days (e.g. attending 


LA 
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a funeral), or last weeks or months (e.g. recovering from a serious illness or injury). Leaves include: 
* Short-term family responsibility leave: Leave to attend short-term family obligations 
(e.g. caring for a sick child): 
* Long-term family responsibility leave: Long-term leave to care for a seriously ill family member: 


* Short-term sick leave: Leave to recover from a short-term illness or injury; 


* Bereavement leave: Leave that provides adequate time and flexibility to attend a funeral, 
memorial service or burial; 


+ Buyable leave/Leave with income averaging: 
Ån employes exchanges an agreed reduction in salary 
for extra periods of leave over a specified period; 

* Leave for victims of domestic violence: Leave to cope 
with domestic violence; 

* Educational leave: Leave to undertake part- or full-time 
Study or to engage in related activities (e.g. complete 
assignments or study for examinations): 7 E 


* Court leave: Short-term leave to serve on a jury 
or to appear in court as a witness; and 

* Hunting, fishing, or harvesting leave: 
Leave to participate in traditional Indigenous 
practices such as hunting, fishing or harvesting. 
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Rest periods (e.g. meal breaks, minimum rest periods, 
vacation leave and holidays) are important components 
0f work-life balance as they help employees to restore 
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their health and well-being. There are many arrangements 


that provide flexibility in the time that employees allocate 
for these periods. Examples include: 


* General holiday substituled with any other day: 
An employee substitutes another day off for a general 
holiday; 


+ Postpone or interrupt vacation leave if eligible for 
and take another leave: An employee who experiences 
an event (e.g. becoming Ill, dealing with the death of a 
family member; can postpone or interrupt his or her vacation 
and take the leave associated with the circumstance 
(e.g. sick leave, bereavement leave): and 


* Division of vacation leave: Annual vacation can be divided 
into two or more periods (including in one-day increments). 


pacis 


Studies exploring the benefits of flexible work arrangements 
for employees reveal that such arrangements are likely to 


improve their overall work-life balance, reduce workplace 


* 


stress and health-related symptoms, reduce absenteeism, increase Job satisfaction and organizational commitment, 
and maintain their attachment to the labour market (Possenrtede et al, 2014; Hughes and Parkes, 2007; 
and Halpern, 2005). Employers can also benefit from flexible work arrangements as these arrangements help them 


Accommodating an employee's request for flexible work arrangements may require an employer to adapt his 
or her workplace practices. For example, while telecommuting is often associated with increased productivity, 
implementing such an arrangement may require changing how the employee is supervised and appraised, 

or involve certain costs (e.g. computer, 4G network service plans, cloud storage services) (Richard, 2012). 
Other arrangements, such as part-time work and leaves, may necessitate reorganizing work amongst existing staff, 
hiring a replacement or paying overtime (Guerin et al., 2015; Smith, 2011; Fagan et al., 2014). 


statutory holidays and annual vacations, as well as various types of statutory leave. These labour standards 
are mainly intended to provide a basic floor of rights for all workers and prevent unfair competition by providing 


a level playing field for employers. 


Part lil of the Canada Labour Code (Code) regulates labour standards such as hours of work, minimum wages, 


Part lll of the Code is relatively prescriptive regarding certain labour standards (e.g. hours of work, annual 
vacations, general holidays). In these cases, employers and individual employees are limited in their ability to devise 
flexible work arrangements that are tailored to their specific needs. However, Part Ill does provide a number of leaves 


to critical illness of a child, leave related to the death or disappearance of a child, leave of absence for members 
of the reserve force, work-related illness and injury leave, sick leave and bereavement leave. 


There are examples in provincial and territorial labour laws of labour standards that provide a certain degree of 


flexibility to either or both employers and employees. For example, New Brunswick, Newfoundland and Labrador, 
Nova Scotía, Prince Edward Island and Quebec do not set a maximum number of hours per day during which 

an employee may work. Instead, they stipulate a number of standard hours that can be worked per week 

(e.g. 40 hours in a week), providing certain flexibility in terms 
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of daily hours of work. 


in addition, labour legislation in ten Canadian jurisdictions 
(Alberta, British Columbia, Manitoba, Newfoundland and Labrador, 
the Northwest Territories, Ontario, Prince Edward Island, Quebec, 
saskatchewan and Yukon) provides that overtime hours can 
either be paid or taken as paid time off work at a rate of one 
and one-half hour for each overtime hour worked. 
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Similarly, Alberta, Newfoundland and Labrador, Ontario, 
Prince Edward Island, Quebec, the Northwest Territories, Nunavut and Yukon allow an employee 
who works on a statutory holiday to be paid a premium rate or receive a paid day off. 


To limit the number of overtime hours that an employee may be required to do, Alberta, Ontario, Nunavut and 
Northwest Territories set maximum hours, either on a daily or weekly basis. Other jurisdictions (Manitoba, Quebec, 
saskatchewan and Yukon) provide employees with the right to refuse overtime in defined circumstances. In Yukon, 


for example, employees may refuse to work overtime for "just cause," j the reasons are specified to the employer 
in writing. in Quebec, employees may refuse to work more than a specified number of hours, subject to exceptions 
(e.g. in the event of unforeseen circumstances or emergency si ions Pon jour legislation also allows 
employees to refuse to work beyond their regular hours in order to fulfill family obligations, if they have taken 
reasonable steps to deal with these obligations through other means. 


British Columbia, Manitoba, New Brunswick, Newfoundland and Labrador, Nova Scotia, Ontario, Prince Edward Island, 
Quebec and Saskatchewan provide a leave for short-term family responsibilities. The leaves vary with respect to their 
maximum duration (3 to 12 days per year), scope (the circumstances in which they may be taken) and eligibility 
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Ontario, Quebec and Saskatchewan also provide long-term family responsibility leaves. In Ontario, an employee is 


enti ted to up ta 8 weeks of unpaid family caregiver leave Io provide support or care to an immediate family member. 


Simi DE in Quebec and Saskatchewan, there are leave provisions that allow employees to take up to 12 weeks 
du 1paid leave per year to care for a seriously ill or injured family member. 
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What types of flexible work arrangements are currently being provided in your workplace? Are they made 
available through informal practices, human resource policies, a collective agreement, or employment 
or labour standards laws? What good practices have been identified? 


na 


What kinds of flexible work arrangements would help employees better balance work, family and other 
personal responsibilities? Why? 


3. From an emoloyer standpoint, what benefits do flexible work arrangements provide? Have any unintended 
consequences resulted from providing employees with greater flexibility? 

4. How can flexible work arrangements help employees and employers to better recognize and respect cultural 
diversity, including Indigenous practices? 


| 


Åre there any key barriers to enhancing flexibility in work arrangements? For employees? For employers? 
If there are, how aii be addressed? 


CBSA - Released under the Access to Information Act 
i sur l'Accès à l'informati: 


ASFC - Divulgation en vertu de la loi sur l'Accè 


£3 


A right to request flexible work arrangements is a statutory right that entitles employees to formally request that 


their employers alter, on a temporary or permanent basis, their work schedule, the number of hours worked and/or 


the location where their work gets done. The right usually includes protections for employees against dismissal or other 


t 
forms of retaliation (e.g. discriminatory practices in training and promotion opportunities) for exercising the right. 


À right to request flexible work arrangements also normally requires that employers give due consideration to such 


requests and respond within a set deadline. The employer may only decline a request on reasonable business grounds. 


in addition, if the employer rejects a request, he or she must provide evidence to support the grounds for refusal. 


på 


ngdom and a number of jurisdictions in the 


employees and their employers to develop flexible arrangements that suit their respective needs and establishes 

a right to request flexible work arrangements. In New Zealand, the right to request flexible work arrangements was 
initially available to employees with caregiving responsibilities and with six months of continuous employment with 
the same employer, and a maximum of one request could be made per calendar year. Since 2015, the right has been 


available to all employees from their first day of employment and employees can make as many requests as they wish. 


While the laws in these jurisdictions generally reflect similar principles about the kinds of flexible work arrangements 
that can be requested and the duty for the employer to consider these requests, they vary in some regards. 


+ Entitlement: An employee's right may or may not be contingent on having been employed for a defined 
period of time (e.g. six months in the U.K); 


« Restriction: An employee may be permitted to make multiple requests per calendar year, or the right 
may be limited to a single request per employee, per calendar year; 
* information requirements: When requests must be made in writing, employees could be obliged 
to provide certain information for the employer, including: 
i) the type of working arrangement requested and whether the change is permanent or temporary; 
i) date on which the employee proposes thal the variation take effect and, if the variation is for a period 
of time, the date on which the variation is to end; 
ii) the reason for the request (e.g. caregiving); and/or 
iv) the expected impact of the change on the employer; 
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* Considering requests: The dein followed by an 
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No provincial or territorial labour laws currently provide 


employer to give due consideration to a request varies. 
For example, differences exist sii 
i the period required to respond to a request 
(e.g. 21 days in Australia, 3 months in the 
United Kingdom): 
i) guidelines about how to handle requests 
(e.g. United Kingdom Code of — and 


il) whether a response is required in writing or not; 


nde right of refusal: The business grounds for which 

an employer may refuse an employee's request for flexible 
"i arrangements vary and include: the burden of additional 
costs; inability to reorganise work amongst existing staff; 
detrimental effects on their ability to meet customer demand; 
inability to recruit additional staff; detrimental impacts on 
quality: detrimental impacts on performance; insufficiency 
of work during the periods the employee proposes to work; 
and planned structural changes: 


Appeals/recourse: If a request for flexible work arrangements is turned down by an employer, and the employee 
believes that the employer has not complied with the legislation, different processes allow the employee to seek 
the assistance of a labour inspector. access mediation or file a complaint to an employment tribunal; 


that it they have nata unreason: et y neni the po 
Remedies: IF a complaint is well-founded, an employer may be required to reconsider 
the request and/or compensate the employee; and 
Employees ee to a collective agreement: Employees 
bound by collective agreements may or may not be entitled 
to a right to request flexible work arrangements. 


employees with a right to request flexible work arrangements. 
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À right to request flexible work arrangements provides employees with a formal avenue to request an adjustment 
to their work arrangements. It also encourages employees and employers to negotiate arrangements that suit 


their respective needs in terms of flexibility, rather than imposing a “one size fits all" solution. 


Providing a right to request flexible work arrangements also aligns with recent court decisions, which have 
determined that family status protections under human rights law ~ such as the Canadian Human Rights Act - 
extend to a person's family caregiving responsibilities. This means that, when an employee demonstrates that he 
or she has substantive childcare obligations that cannot be reconciled with an employer's existing rules or policies 
io the extent that the employer's rules or policies interfere with that employee's ability to meet that substantial 
obligation in any realistic way, an employer has the duty to accommodate this employee to the extent that 

it would not cause undue hardship to his organization. 


However, a right io request flexible work arrangements may 
have a négative impact on the operations of small businesses 


due to their generally more limited resources to deal with 
additional administrative burdens. In addition, employers may 
have concerns about how complaints or appeals will be handled, 
particularly if it is a statutory right and given a lack 

of jurisprudence. 
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formal, information requirements)? 


1, What process should apply to making requests for flexible work arrangements (e.g. entitlement, frequency, 
pn | d eg 


e. What process should employers be required to use to respond to requests for flexible work arrangements 
(e.g. time period for reply and other considerations, business grounds for refusing a request)? 

3. lf an employee's request for flexible work arrangements is not properly dealt with or denied, what recourse 
should be available? 


i 


CBSA - Released under the Access to. Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


demon 


Minister Mihychuk and all other ministers have been asked by the Prime Minister not only to deliver on specific 

priorities, but to deliver on them in new ways. This includes ensuring that desired outcomes for Canadians are clearly 

defined. It also includes ensuring that the successful implementation of new initiatives is considered as an integral 

part of the policy making process, and that progress toward achieving outcomes is monitored so that adjustments | 
can be made if necessary. 


The fundamental purpose of introducing a right to 

request flexible work arrangements, and potentially other 
complementary measures, is to provide employees with more 
flexibility to structure their work lives and to provide employers 
with more flexibility to accommodate these needs. Ultimately, 
the desired outcome is two-fold: employees who are better able 
to balance their work, family and other personal responsibilities: 
and employers who are able to benefit from reduced absenteeism, | D 
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| eased produc ivity and improved recruitment, engagement Workforce Develonment and Labour 
and retention. 


š 
VEAL TS 


YE PPS rent e poder IDO o ooa n NER AN 


Achieving and measuring this outcome will be challenging. A key issue to consider is what tools and methods 
should be used to ensure that a right to request flexible work arrangements, and any related initiatives, 
are effectively implemented and that the results are carefully monitored. 


ective I 


Successful implementation depends on having effective compliance and enforcement mechanisms in place. 
These mechanisms are focussed on ensuring that rights and related responsibilities are known and understood, 
that they are respected by both employees and employers, that disagreements can be raised and addressed fairly 
and without reprisal, and that mechanisms are in place to uphold legislative requirements and, when violations 


are found, to provide appropriate remedies. 


The Canada Labour Code (Code) contains a variety of long-standing compliance and enforcement tools 
for dealing with matters relating to labour standards (Part HI of the Code) and occupational health and safety 


(Part Il of the Code). They include powers to assist parties in settling complaints, to examine records, to conduct 
inspections and investigations and, where there is found to be non-compliance, to issue payment orders to recover 
unpaid wages and directions for occupational health and safety 
violations. There are also provisions in the Code specifically 
aimed at adjudicating uniust dismissal complaints. These tools, 
combined with proactive outreach and awareness building, 
are often effective at achieving voluntary compliance 

and resolving complaints. 


However, the Codes enforcement provisions are not 
always adequate for dealing with employers who knowingly, 
and repeatedly, contravene legislative and regulatory 
requirements. In addition, although the Code provides for 
prosecuting offenders, this is a burdensome, expensive and 
time consuming process that is typically reserved for the 
most serious labour standards and occupational health 
and safety violations. 


Ag 


More generally, achieving compliance with labour legislation has become more ct 


hallenging over the past two or so 
decades, especially in light of the changes that have taken place in the workplace and the rise of precarious work. 
Studies show that the rate of compliance is affected by many factors, such as the level of awareness that employees 
and employers have about their respective rights and responsibilities, whether the penalty system creates appropriate 


compliance history, union presence in the workplace and the attitudes of workers and employers. 


in this context, it is important to consider the degree to which the existing framework for compliance and 
enforcement that is embedded in the Code is well-suited to effectively implementing a right to request flexible work 
could change the behaviours of employees and/or employers (e.g. in terms of the volume of requests generated 
and needing to be considered) in such a way that adjustments are necessary in the tools that are currently available 
under the Code for ensuring compliance and enforcement. 
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in addition, many other jun m in Canada and 
internationally have taken steps to modernize the instruments 
that they use to foster intet cl and enforcement with labour 
laws and regulations. More up-to-date approaches for improving 
compliance and enforcement have also been examined by 
researchers, think tanks, International organizations and 
others. Some of these more modern tools could potentially 
offer support ~ either as is or as adapted — for effectively 
implementing a right to request flexible work arrangements 
under the Code and related initiatives. 


The provinces and territories and other countries are more and 
more relying on enhanced education and outreach activities fo 
promote voluntary compliance and encourage specific desired Labour Program, ESC. 
behaviours. These include: ——— ——— — — — 


* Targeted campaigns: Have targeted messages (e.g. about specific rights and obligations where non-compliance 
is more frequent), or messages that are targeted to particular audiences that are considered to be more vulnerable 
or less likely to comply voluntar di (8.0. 9 youth, new immigrants and new employers), and are delivered through 
traditional channels and social medic 


* Interactive websites: Provide accessible, more customized information to workers and employers (e.g. about legal 
rights and obligations and penalties) and allow information to be submitted electronically (e.g. complaints). 


Positive incentives, such as praise, awards and prizes, are now more frequently used in many countries 
including Canada, to encourage and enable improved compliance. Examples include: 


+ Capacity building: Initiatives ta promote the sharing and publicizing of good workplace practices in order 
to boost the capacity of others to comply (e.g. Canadian Centre for Occupational Health and Safety youth. 
videa contest. 


* Awards and recognition: Frograms offered by enforcement bodies, sometimes in collaboration with employers, 
unions ee other Y organum ons, ipo es is ize good workplace practices and those who develop 
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Steps have been taken in other Canadian jurisdictions and internationally to modernize the complaint-based 
systems that have traditionally underpinned labour legislation, Examples include: 


8 


Processing times: Call centres, self-help kits and mediation, especially for small claims, that are aimed at 
reducing processing times, and on-line forms that further speed processing and also ensure more consistency 


and improved accuracy in the information provided to support complaints. 


+ Anonymous complaints: Allegations of labour law 
violations can be filed by a complainant anonymously, 
as in Saskatchewan and some U.S. states (e.g. Colorado, 
illinois and New York). 


* Protections against employer retaliation: Stronger 
protections against employer retaliation for workers who 
exercise their rights under labour legislation, such as giving 
inspectors specific powers (e.g. orders to cease and desist 
and/or to reinstate or compensate an — 


of raison " yo r vik t he pars of je 
that the measures taken were not retaliatory. 


in the provinces and territories and countries such as the 
United States and the United Kingdom, a variety of tools have 
been adopted to strenathen enforcement. Some of the more 
common ones are: 


+ Risk-based enforcement: improved identification of high-risk sectors and random audits, 
combined with communication activities to publicize that this Is being done 


Targeted enforcement: Inspection blitzes targeted at high-risk firms and/or sectors, as well as enforcement 
ine es that take mto account t ie — characteristics of smaller firms, for instance by allowing 


| 


+ Strengthened training: Ongoing training programs, especially for new inspectors or when new compliance 
and enforcement tools are introduced, that raise awareness and ensure that the tools that are available 
io enforcement officials are consistently applied. 
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In recent years, significant attention has been paid to the importance of diversifying and strengthening the penalty 
system and increasing the real and perceived costs of non-compliance in order to deter violations. Examples include: 


* Fines: More effective fines that are better aligned with the relative seriousness of the offence, fully remedy the 
losses caused by a vielation and can be imposed more efficiently (e.g. tickets and administrative monetary penalties). 


* Other financial incentives: Administrative surcharges 
(e.c a ine on wage iu Minds | udi and p E aymer ni s vi iolators 


to MM aid otter. anterseriant activites ES. 


e Regulatory disclosure: As is the case in Alberta, Ontario, 
Con i necticut and 0 des information a about serious. 


iis to ihe duh 3 D. 


Multi-agency enforcement is generally designed to improve 
pro 3y reducing red-tape and administrative burden 
and to improve enforcement by creating efficiencies. It is offen 
rooted in the idea thal non-compliance in one area increases 
ihe likelihood of non-compliance in another. UE 
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non. comp sia nt e MA | are 5 ste at red nd rifenet bodies responsible for enforcing labour and employment 
legislation, to the extent permitted by privacy laws, in order to strengthen their ability to target enforcement 
activities, as happens in the United Kingdom. 


+ Coordination: Mechanisms such as the UK Pay and Work Rights Helpline, which provides workers, 
employers and others with single window access to the five bodies responsible for the enforcement of labour 
and employment legislation and has operators who are cross-trained and able to refer cases to the relevant 


body (or bodies). 


* Delegation or deputization: Inspectors from one enforcement agency are authorized to enforce labour 
laws and regulations overseen by another. 
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The role of third-parties in improving compliance and enforcement of labour legislation by enhancing individual 

and collective voice has received considerable attention in the past few years. Approaches that have been examined 

in other jurisdictions or adopted include: 

à ipis er complaints: Allow complaints from any party who wishes to bring forward an alleged violation, 
as can be done in Australia through the Fair Work Ombudsman. 


e Third-party monitoring: Combines government enforcement with monitoring by an impartial third-party. 


d bitu std or — enforcement: Give government, employers, workers and community groups | 
ement, including documenting violations and helping employees seek redress. | 


Similarly, there has been a proliferation of non-governmental forms of enforcement. Key examples include: 

Self-monitoring: Firms assess and monitor themselves for non-compliance and take corrective action | 
38 required or, as is now the case under the Ontario Employment Standards Act, can be ordered to conduct 
self-audits and report the results 


a 


e Codes: Sector- and firm-level codes of conduct, or codes of voluntary compliance, which include reporting 
requirements. 

* Joint committees: Joint employer-employee committees that can oversee alternative dispute resolution 
on matters of disagreement, or develop and approve firm-level plans to achieve regulatory objectives. 


in addition to effective implementation, delivering a right to request flexible work arrangements, and potentially 
other flexibility-enhancing measures, requires ensuring effective monitoring. Monitoring depends on having ii 
reliable and relevant data. It also depends on being able to use the data, whether quantitative or qualitative, to assess 
where dà ‘ogress is being made in achieving the desired outcomes for employees and employers and where 
adiustments may De required. 


The current labour standards compliance regime, because it is largely based on complaints, does not provide an 
adequate basis for monitoring the impact of the introduction of new provisions aimed at encouraging flexibility. 
This raises the question of whether it may be necessary to include some basic reporting requirements that will 
allow adequate monitoring and follow-up, without creating excessive burden on employers and employees. 
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Finally, effective monitoring will necessitate developing ways to assess whether the outcome being sought — 

that employees in federally regulated enterprises experience an improvement in their ability to achieve work-life 
balance, thereby reducing stress and other undesirable impacts and that their employers benefit from reduced 
absenteeism, increased productivity and being better able to attract and retain employees — is actually being 


realized. To this end, it may be useful to develop tailored survey methods to track and report on progress. 


1. Is the desired outcome appropriately defined? 


2. What are likely to be the key challenges — for employees, employers and the Labour Program — in ensuring 


effective compliance and enforcement with a right to request more flexible work arrangements and any related 
initiatives for enhancing flexibility? 


3. What specific compliance and enforcement tools are best suited for implementing a right to request flexible 
work arrangements and any related measures? 


4. |f any new enforcement tools should be added to the Canada Labour Code to ensure compliance with a right to 
request flexible work arrangements and any related measures, should they also apply with respect to enforcing 
other labour standards under Part Ill of the Code, or occupational health and safety provisions under Part 1? 
Which ones? Why? | 


ax 


9. What kinds of data and methodologies are presently available to help assess and monitor progress 


in implementing a right to request flexible work arrangements and any related measures? 
Are there gaps and, if so, how can they be addressed? 

6. Besides effective compliance and enforcement and effective monitoring, are there other key factors 
for successfully implementing a right to request flexible work arrangements and any related measures 
that should be considered? For example, are there non-legislative measures that would be helpful? 


Participation in ihis consultation is voluntary, and acceptance or refusal ta participate will in no way affect 


any relationship with Employment and Social Development Canada (ESDC) or the Government of Canada. 


information provided to the Labour Program related to this engagement initiative can be subject to Access to 


information and Privacy requests and will be administered in accordance with the Access fo Information Act 
and Privacy Act 


The information is collected under the authority of the Department of Employment and Social Development Act (DESDA) 
for the 2016 Flexible Work Arrangements Public Consultation. It may be used by ESDC, including the Labour Program, 


for policy analysis and research: however, these uses and/or disclosures of your personal information will never 
result in an administrative decision being made about you. 


Any personat information provided to the Labour Program will be administered in accordance with the DESDA, 

the Privacy Act and other applicable laws. However, those providing information are requested not to provide 

any identifying personal information about themselves or anyone eise (other than name, organization and contact 
information). in the event that you provide unsolicited personal information for the purpose of attribution, your unsolicited 
personal information could be used in publicly available reports on the consultation and elsewhere as deemed 
appropriate by ESDC. ff personal information is provided by an individual member of the general public (who is 
not an individual participating in the consultation on behalf of, or as a representative of, a stakeholder organization), 
ESDG shall make every effort to remove the identifying personal information prior to including the individual's 
responses in the data analysis. 


You have the right to the protection of, access to, and correction of your personal information, which is described in 
Personal Information Banks ESDC PSU 914 or ESDC PSU 938. Instructions for obtaining this information are outlined 


a a aar a Ra qa CES 


Service Canada Centre. 


You have the right to file a complaint with the Privacy Commissioner of Canada regarding the institution's handling 


ew 


of your personal information at: 


To obtain information related to this consultation, a request may be submitted in writing to ESDC pursuant to the 
Access to Information Act. When making a request. reference should be made to the name of this discussion paper. 
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Civilian employees of National Defence; | 
* Civilian managers/supervisors of civilian employees of National Defence; 
= Military managers/supervisors of civilian employees of National Defence. 


Today's members of the Federal Public Service are faced with a set of unique challenges that are very 
different from those that were present a mere generation ago. Civilian employees of the Department of 
National Defence (DND) are trying to achieve a more harmonious approach to their work and personal 
lives, juggling career aspirations and advancement with professional development, family obligations, and 
many other competing priorities. 


Research indicates that employees who are "well" are more engaged in their work, more productive 
and experience lower rates of absenteeism. Moreover, positive employee behaviour and attitudes are 
linked to effective and efficient client service as well as a superior organizational reputation, 


Consequently, it is in everyone's best interest to care for the well-being of our civilian employees. 
Alternative Work Arrangements (AVVAs) can go a long way to helping us meet our well-being goals and 
objectives. The use of AWA is a key element of the Department's Total Health Strategy which is 
aimede at f pravna T the health and well ius of å our memp oyee a and creating a supportive work 


The DND encourages the use of alternative work arrangements to recruit and retain a diverse, inclusive 
and talented workforce and to avoid losing talented employees to others who are providing work 
arrangements that provide better opportunities to balance work and personal responsibilities. 


Alternative Work Arran igements 


"à 
E 
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The objectives of this guide are: 


« To foster a work environment that supports the use of AVVAs when operationally feasible by 
providing managers/supervisors and employees with the information and tools to make informed 
decisions on whether an alternative work arrangement is feasible; 


« To support compliance with DIND's obligations relating to health and safety of their civilian 
employees when undertaking an alternative work arrangement; 


* To support compliance with DIND's obligations relating to security of information and assets when 
undertaking an alternative work arrangement. |; 


Effective Date: December 15, 2017 
Approval Authority: Assistant Deputy Minister (Human Resources- Civilian) (ADM (HR-Civ)) 
Enquiries: Direct any enquiries to the Total Health Management Directorate at the 


poi serena email address: ++ Alternate Work Arrangements AWAL 
(| | ^(HR-Civ) DGWMi@Ottawa-Hull 
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Note that not all collective agreements permit the use of alternative work arrangements, for example 
but not limited to, Ship Repair (West) (SR (W)), Ship Repair (East) (SR (E)), FR, LI Groups and the SC 
Groups. It is important that employees and managers/supervisors verify their collective agreements to 
determine whether the AWA they are considering is possible. 


case-by-case basis. Persons employed are able to formally request alternative work 
arrangements and these requests should be supported where operationally feasible, while 
managing any risks assaciated with such arrangements. 


viewed i asar Fight » m. ~ are > at the discrétion of the  Inahageritüpeivisár e on a 


* Trial periods should be established for each type of alternative work arrangement. 
= Criteria for determining the success of the AWA should be established at the outset and used at the 
end of the trial period to identify success and/or areas for adjustment. | 


« All alternative work arrangements should be reviewed and renewed on a yearly basis. 
= Mei for ee. pus debo termination vot all ee wor rk ha should be 
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An alternative work arrangement is considered any type of non-traditional work arrangement. 
Alternative arrangements are associated with the position you are working in (or in the case of an 
assignment/secondment or acting situation, for these). This means that if you have an AWA for your 
substantive position and accept an acting, assignment of secondment you must request a new AVVA 
through your new manager for the duration of these temporary arrangements and again when you 
return to your substantive position. 


Sometimes an alternative work arrangement is the result of a workplace accommodation, Health 
Canada Fitness to VVork Evaluation or a return to work program. These types of arrangements fall 


the scope of this document. However, this guide may provide some suggestions that complement those 


programs or policies. 
For additional information or support relating to the duty to accommodate contact: 
NCR: The Office of Disability Management at 1(833) 893-3388 or 


Disability | n Invalidite(Dforces.gc.ca 
Outside the NCR: Client Services 


X Click on the AWA title to move directly to the AWA of your choice 


Alternative 
W/ork 
Arrangement 
Options 


Variable Hours of Work 
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(Compressed schedule) - 


Reduced Hours of Work 
(Part-time) 


Flexible Hours of Work 
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"^ Click on form title to access the form you wish to use 


sement Request and Agreement Form 
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Telework Expectations and Communication Agreement 
(DND 4423-E) 
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ework Health / Safety / Security Checklist and Attestation (DND 4424-E) 
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loyee Telework Considerations Tool 
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An arrangement that permits employees to complete their weekly hours of work in a period other than 


five (5) standard working days and averaged over a specified period. For example an employee might 
work seventy-five (75) hours over nine (9) days rather than the usual ten (10) days. 


Manager/Supervisor's Perspective 


The extended daily hours of work associated with 
compressed hours of work can contribute to 
improved client service through longer hours of 
service.  Supervisors/managers with several 
employees on compressed hours of work can plan 
schedules to extend service hours and/or have 
employees' alternate absences to ensure no gaps 
in service. 


Employees working a compressed hours of work 


schedule continue to be entitled to the same leave 
provisions as before. Often, having a scheduled 
weekday “off” (usually referred to as a day of rest), 
allows employees to deal with personal and family 
related matters that cannot be dealt with outside 
normz 

disruption to the daily work routine combined 
with reduced stress for employees trying to juggle 
work and personal/family obligations, can lead to 
increased productivity and quality of work. 


Employee's Perspective 


Compressed hours of work allow employees to 
arrange their work schedule in a way that 
responds to their personal needs. There are 
different arrangements that can be made 
depending on operational requirements and 
employees needs. For example, in accordance 
with the relevant collective agreement, a full or 
half day off every two, three or four weeks 
(maximum) could be implemented. 


The flexibility of this arrangement enables 
employees to attend appointments, tend to 
personal/family matters, address child-care 
arrangements, attend classes, enjoy leisure time, 
etc, when they would otherwise be required to 


reduce transportation costs and issues. 
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ective agreement and terms and conditions of employment to ensure that you 
understand them. Pay particular attention to provisions that require make-up time for statutory 
holidays. 


Consider the impact on entitlements: 


Review your coll 


" All leave is accumulated and deducted on an hourly basis. For example, if an employee works 
8 hours 20 minutes (8.333 hrs) per day and they take a day of vacation leave (other than the 
scheduled day off), 8.333 hrs will be deducted from that employee's vacation leave credits. 

o Pay particular attention to provisions that require make-up time for statutory holidays: 
When statutory holidays fall during the averaging period, the employee must make up the 
time. For example, an employee on a scheduled work week of 37.5 hours and one day off 


50 minutes to make up the time. 
? Note that if the average weekly hours of work remain the same under flexible hours, there 
is no change in pension plan contributions. 


Consider why compressed hours of work is desirable. There are specific challenges inherent in 
working a compressed work week. The number of hours to be worked each day will determine 
the number of days off in any given 14, 21 or 28 day period. Extending working hours may 
require adjusting child or elder care arrangements. Over a sustained period, longer hours can be 
physically and mentally taxing. 

Examine all available options and consider your organization's business requirements before 
proposing this option to your manager/supervisor. 

Assess the impact of a compressed hours of work schedule on your work activities. How will 
this affect your service to clients, internal and external communication, productivity and team 
worl? Be ready to discuss options to address potential work challenges with your 
manager/supervisor. 


Discuss your interest in this AWA with your manager/supervisor. 
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Alternative We and Agreement form and submit to your 
manager/supervisor for consideration, Note that once the request has been submitted to your 
manager they will be unable to modify the information submitted and may return the request to 
you (electronically) for you to make the discussed amendment(s) and resubmit to them for 
subsequent approval. 

* Your manager/supervisor will receive notification that a request has been submitted. 


« Complete the Alternative Work Arrangement Request 


You will receive an email notification when a request for an Alternative Work 
Arrangement has been submitted. 


Confirm that the following AWA conditions are met: 


|. The arrans 
below. 


sement supports your operational requirements: review examples of considerations 


2. The arrangement is voluntary on the part of employee. 


of employment and the provisions of the relevant collective 
agreement. Should an employee request hours of work outside of those specified in their 
collective agreement, a manager should speak with Client Services prior to rendering 
a decision. | 


Je respects the terms and conditions of em 


4. ls not expected to result in decreased output. 
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iO 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


5. Does not create additional work for other team members: other team members should not be 
required to take on the tasks of employees on their compressed day off, with the exception of 
emergencies. | 


6. You have the appropriate level of delegation to approve this AVVA (Level E managers | 


/supervisors). 
Review request against operational requirements 
= Establish the impact the arrangement would have on productivity, such as: 


2 Quality of work; 

2 Timeliness of work to be performed (ability to meet deadlines, respond to inquiries etc.); 
a Quality of service to clients; 

o Timeliness of service to clients. 


* Establish the impact the arrangement would have on team members: 


o Morale 
o Communication 
8 Team work 


* Establish the impact the arrangement would have on the manager/supervisor: how does this 
arrangement require you to adjust? Will that be manageable for you? 

» If this employee is being performance managed, does this impact your ability to monitor the 
situation? 

= Ifyou have any concerns about the impact of this arrangement on collective agreements or 
terms and conditions of employment, you should contact Client Services. 


Review Request in consideration of impact on Health and Safety 


~ Consider the physical demands of jobs, occupational hazards such as chemicals or noise 
exposures, and aspects of job design such as rest schedules. Changes in the environment or job 
design can sometimes make an extended workday more acceptable. Re 
* Consider the mental and emotional demands of the job. Work that requires constant attention. 
or intense mental effort may be less acceptable for the extended workday. Getting up and 
stretching, bending and changing pasion: helps decrease the strain of the extended workday. 
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* Consider the workers and the other demands on their time. People who have other significant 
responsibilities each day may require additional support such as child care facilities. Seasonal 
demands may also have to be considered. 

« Be aware of the increased possibility of repetitive stress injury due to extending work days. 


= Complete manager's section of the Alternative Work Arrangement Request and Agreement 


form and Submit. 
" Ensure that the employee's work schedule has been updated in Phoenix. 


Civilian Manager/supervisors: Make any adjustments to work schedules directly in Phoenix 
Military Manager/supervisors: Submit changes to the employee's schedule in Phoenix to the 


Compensation Enquiry System (CES): http//cces-srrs.forces.mil.ca/CES. decoupled/ 


It is possible that, following id between im e employee and managerisupervisor, some 
changes are required to the Alternative Work Arrangement Request and Agreement form. 
These changes must be ir by foflowined hese steps: 


l. Manager/Supervisor: Return the Alternative Work Arrangement Request and Agreement 
request to the employee by selecting “Requires Modification” option from the Status drop- 
down menu and selecting Submit. 

2. Employee: Make necessary updates to the Alternative V 

‘Agr zement form and select Resubmit for manager Í Ea à nouveau au Tr 
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= Advise the employee of your decision, including an explanation of the operational requirements 
that have led to a determination that it is not feasible. 
" Complete the manager's section of the Alternative Work Arrangement Request and Agreement 


form and Submit. 


There are several strategies that a manager and employee can put in place to help support the successful 
implementation of a compressed work schedule, such as: 


* Plan meetings and schedule work in consideration of employee schedules. Requiring the employee 
to attend meetings, etc. on scheduled time-off will lead to extra costs associated with overtime, 
stand by and so on. 


* If the decision is made to try the extended workday, establish a trial period. 
* Evaluate the success of the new schedule by doing the following: 


" Monitor health and safety. Look for any changes in accident rates, health levels and 
especially fatigue. 

5 Look for any changes in absenteeism rates. Although absences are not always a good 
measure of health or ill health, an increase may suggest a problem. On the other hand, å 
decrease may show that the extended workday is successful. 

2 Ask for employee reactions and listen to their comments to find out how satisfied they are 
with the extended workday, and how well they have accepted it and adapted to it. 


= Ensure that leave is granted on an hourly basis; that the employee's total number of required work 
hours is accurately recorded and that any work hours not completed are fulfilled where necessary. 


À compressed hours of work arrangement may be terminated or temporarily 

suspended as a result of operational requirements not being met or being changed. 
When termination is necessary remember to give as much notice as possible to all 
involved to ensure both supervisors/managers and employees can adjust. This will 
enable affected employees to make any necessary adjustments to childcare, transportation, etc. and 


Step I: Discuss Options 


" All possible solutions should be discussed between the manager/supervisor and employee before 
terminating a compressed hours of work arrangement. 

« Employees should also be aware that the termination of one alternative work arrangement does 
not preclude them from exploring the use of another alternative work arrangement. 

* The change back to regular working hours should occur at the end of the employee's 
compressed work week schedule. For example, if the employee is on a two-week compressed 
schedule, wait until the first day of the third week to implement the regular schedule. This 
alleviates the need to adjust for extra hours worked, leave taken and so on. 


32: Take Action 


L^ 
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and Agreement form on behalf of the employee or the employee can submit it themselves. 


Civilian Manager/supervisors: Make any adjustments to work schedules directly in Phoenix 
Military Manager/supervisors: Submit changes to the employee's schedule in Phoenix to the 
Compensation Enquiry System (CES): http://cces-srrs.forces.mil.ca/CES decoupled/ 
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This is a temporary arrangement that allows an employee to work in one 


position with fewer hours than the standard day, week or month established for full-time 


employment. 


For the purpose of this guide we will be referring to part-time employment as a temporary 


Manager/Supervisor's Perspective 


Part-time employment can help 
manager/supervisors fulfil their operational 
objectives and is an option to increase flexibility 
in managing their human resources. Through 
part-time employment, manager/supervisors may 
benefit from the skills, knowledge and experience 
of employees who might not otherwise be 
available. 


Many talented, experienced employees are in need 
of this arrangement due to personal situations. 
Manager/supervisors are advised to consider the 
benefits to the organization in providing this type 
of arrangement, such as the retention of valuable 
employees, who might be facing unusual or 
temporary personal circumstances, or the wish to 
engage in part-time studies which could have 
benefit to the organization, increased productivity, 
motivation of the employee, etc. 


Alternative WE 


Employee's Perspective 


Part-time employment can be attractive to some 


employees as a way to harmonize their personal 


responsibilities with their work. It may be the ideal 
option for an employee who wishes to pursue 
other personal interests such as volunteer work, 
education, pre-retirement lifestyle changes, etc. 
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" Examine all available options and consider your organization's business requirements before 
proposing this option to your manager/supervisor. 

* Determine whether you will request a temporary or permanent arrangement. 

"= Ensure that you understand the impact of this arrangement on your pay and benefits: 


= To retain "employee" status, part-time employees must work no less than 1/3 of the 
regular government work week. 

a When a part-time employee works more hours than the amount established for 
Superannuation (Public Service Superannuation Act) purposes, the excess hours are not 
considered as pensionable service. If this occurs on a regular basis, the assigned work week 
should be changed to more accurately reflect the hours worked. 

^ Employees working an average of 12 hours per work or more are eligible to contribute to 
a pension plan. The contribution rate remains the same as for full time contributors. 
However, the required pension contributions will be of a lesser amount due to the 
employee's reduced income and it will result in a smaller pension based on a reduced 
annual salary rate. 

u [fthe employee is currently a pension contributor, and is assigned to work less than 12 
hours per week, pension contributions will be suspended. The employee's pension would 
be based on his/her pensionable service at the date of retirement. 

^ Employees with an average of 12 hours per week or more are eligible for the 
Supplementary Death Benefit. 

"7 Employees working 1/3 or less of the normal weekly hours are not eligible to participate in 
the Dental Care Plan, Disability and Long Term Disability insurance. 

5 For Public Service Health Care Plan, there are no minimum assigned hours in order to be 
eligible. 

9 Part-time employees are no longer entitled to statutory holidays but will receive 425% in 
lieu. | : 

2 Leave will be pro-rated (vacation, sick, family related, personal and volunteer day). 
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Please contact the Public Service Pay Center and the Pension Center for more 
information on the impact of part-time work on your benefits. 


" Look at how part-time employment will affect your daily routines as well as your personal well- 
being (social, emotional, intellectual, physical and mental aspects). 
" Discuss your interest in this AWA with your manager/supervisor. 


C Arang reement form and submit to 
your manager/supervisor for approval. Note that once the request has been submitted to your 
manager they will be unable to modify the information submitted and may return the request to 
you (electronically) for you to make the discussed amendment(s) and resubmit to them for 
subsequent approval. 


= Complete the Alternative Work Arrangement Request and Ag 


= You are also required to send an email message to your manager providing the details of your 
proposed part-time schedule. This will be used to advise HR that there is a requirement to 
change your schedule in GC HRMS 8.9 (PeopleSoft). This is very important so as to not 
trigger overpayments. 
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You will receive an email notification when a request for an Alternative Work 
Arrangement has been submitted. 


You can also expect to receive an email message from the employee providing the details of your 
proposed part-time schedule. This will be used to advise HR that there is a requirement to change 


the 


employee's schedule in GC HRMS 8.9 (PeopleSoft). This is very important so as to not 


trigger overpayments. 


Confirm that the following AWA conditions are met: 


The arrangement supports your operational requirements: review considerations below. 
The arrangement is voluntary on the part of employee. 


It respects the terms and conditions of employment and the provisions of the relevant 
collective agreement. 


If this is a result of a duty to accommodate request, ensure that you have consulted 
A ee In the iiie Tek consult the ous ol og Management for alternate 


Review request against operational requirements: 


Establish the impact the arrangement would have on productivity, such as: 


5 Quality of work; 

>  Timeliness of work to be performed (ability to meet deadlines, respond to inquiries etc); 
^ Quality of service to clients; 

2 Timeliness of service to clients. 


Consider the duties of the position: certain types of jobs are better suited to part-time work, 
and especially high volume concentrated activity/peak workload periods. 

Establish the impact the arrangement would have on team members this should not result i in 
additional work for other team members. | | 
Establish the impact : the arrangement would have on the manager parior how does this 
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ement Request and Agreement 


» Complete manager s section of the Alternative Work Arrang 
form and Submit. 


" Section 34 SWE manager ALSO MUST provide written acceptance/approval of the revised 
by HR to change the employee's schedule in GC HRMS 8.9 (PeopleSoft). This is very 
important so as to not trigger overpayments. 


= The manager must also ensure that the employee's work schedule has been updated in 
Phoenix. 

Civilian Manager/supervisors: Make any adjustments to work schedules directly in Phoenix 

Military Manager/supervisors: Submit changes to the employee's schedule in Phoenix to the 


Compensation Enquiry System (CES): http//cces-srrsforces.milca/CES. decoupled/ 


It is possible that, following discussions between the employee and manager/supervisor, some 
changes are required to the Alternative VVork Arrangement Request and Agreement form. These 


form to the employee by selecting "Requires Modification" option from the Status drop-down 
menu and selecting Submit. 


* Advise the employee of your decision, including an explanation of the operational 
requirements that have led to a determination that it is not feasible. 


tand Agreem ent 


fane. 


« Complete manager's section of the Alternative Work Arrangement Reques 


Seneca ss 


form and Submit. 


There are several strategies that a manager and employee can put in place to help 
support the successful implementation of a reduced hours of work schedule, such as: 


* Making the proper adjustments to work objectives and work assignments in 
advance to reflect the part-time arrangement and ensure agreement is reached with all of the 
stakeholders. 


* Ensure that work productivity expectations are adjusted; both employees and manager/supervisors 
might expect the same amount of work done in a full-time schedule to be completed in a part-time 
schedule. It is therefore important to agree on what is reasonable to be accomplished in a restricted 
timeframe. 


“ All possible solutions should be discussed between the manager/supervisor and employee before 
terminating a part-time work arrangement. 


* Employees should also be aware that the termination of one alternative work arrangement does not 
preclude them from exploring the use of another alternative work arrangement. 


“Section 34 SWE manager ALSO MUST provide written ve of the revised work 
schedule by email to your National Staffing Operations Team contact. This will be used by HR to 
change the employee's schedule in GC HRMS 8.9 (PeopleSoft). This is very important so as to 
not trigger overpayments. 


* The manager must also ensure that the employee's work schedule has been updated in Phoenix. 


Civilian Manager/supervisors: Make any adjustments to work schedules directly in Phoenix 
Military Manager/supervisors: Submit changes to the employee's schedule in Phoenix to the 
Compensation Enquiry System (CES): http://cces-srrs.forces.mil.ca/CES decoupled/ 
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This is a work arrangement that allows employees to set the time period in which 
they will be completing their normal work day, provided they obtain the approval of 
their manager / supervisor and abide by their collective agreement. Collective 
agreements provide entitlements outlining this time period, for example, a range of time for the start of 


the workday, a range of time for the end of the work day, and a range of time for the meal period. 


Examples of collective agreements that do not permit flexible hours of work include, but are not limited 
to, the following: Ship Repair (West) (SR (V)), Ship Repair (East) (SR (E)), FR, LI Groups and the SC 
Group. 


Flexible hours are an option that make it is possible to satisfy both the personal needs of the employee 
and the operational needs of the employer. 
Manager/Supervisor's Perspective Employee's Perspective 

Flexible hours of work may provide an A flexible hours of work arrangement enables 
opportunity for extending hours of service. employees to adjust their hours of work to meet 
Some employees may choose an early starting their particular needs and/or preferences. It may 
time, while others prefer a late finish time. facilitate transportation requirements as well as 
Depending on the hours chosen“ other personal arrangements and commitments. 
supervisors/managers may be able to extend 

service hours. Improved morale, increased Employees are also able to work at their 
production, client satisfaction and a reduction personal peak production time. For example, if 
in late arrivals and early departures can be they are "morning people," they may prefer an 
other benefits realized by flexible hours of early starting time. 

work. 


* Be aware that flexible hours should be consistent week-to-week; work hours 
must be discussed in advance with the manager / supervisor and should not be 
random according to the employee's daily preferences. 
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Consider how the arrangement will impact other workers and clients, Most times, flexible hours 
have little or no impact on others. If there is impact, discuss how to achieve maximum benefit 
for all involved. 

When in doubt as to the impact on collective agreements or terms and conditions of 
employment, discuss with your manager/supervisor. 

Propose a schedule that meets personal requirements. 

When selecting start and finish times and lunch period, carefully assess whether or not it will be 
feasible to follow this new schedule. A finish time of 1530 hours may seem attractive, but a 0730 
hours start time with a 30 minute lunch break may not be the best choice for someone who 
struggles to get up in the morning and enjoys a good workout at lunch. 

Discuss your interest in this AVVA with your manager/supervisor. 


manager/supervisor for approval. Note that once the request has been submitted to your 
manager they will be unable to modify the information submitted and may return the request to 


you (electronically) for you to make the discussed amendment(s) and resubmit to them for 


subsequent approval. 
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You will receive an email notification when a request for an Alternative Work 
Arrangement has been submitted. 


Confirm that the following AWA conditions are met: 


|. The arrangement supports your operational requirements. 
2. The arrangement is voluntary on the part of employee. 


3. It respects the terms and conditions of employment and the provisions of the relevant collective 
agreement. Should an employee request hours of work outside of those specified in their 
collective agreement, a manager should speak with Client Services prior to rendering a decision. 


4. if this is a result of a duty to accommodate request, ensure that you have consulted 
-o In the NER, Mei consult the Office of heise: Management for alternate 


5. Does not create additional work for other team members. Other team members should not be 
required to take on the tasks of employees, with the exception of emergencies. 


6. Consider how the arrangement will impact other workers and clients. Most times, flexible hours 
have littie or no impact on others; if there is impact, discuss how to achieve maximum benefit 
for all involved, 
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changes must be completed by following these steps: 


|. Manager/supervisor: Return the Alternative Work Arrangement Req | t 
form to the employee by selecting "Requires Modification" option from the Status drop-down 
menu and selecting Submit. 


* Advise the employee of your decision, including an explanation of the operational requirements 
that have led to a determination that it is not feasible. 


* Complete manager's section of the Alter 
form and Submit. 


native VVork Arrangement Request and Agreement 


A successful flexible hours of work schedule must balance organizational and employee needs. 


Adjustments may be required along the way, but once a schedule has been approved it must be 
respected. Employees should inform clients and colleagues of the new schedule to minimize disruption 
of service. 
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* All possible solutions should be discussed between the manager/supervisor and employee 
before terminating a part-time work arrangement. 


= Employees should also be aware that the termination of one alternative work arrangement 
does not preclude them from exploring the use of another alternative work arrangement. 


« The manager can terminate an existing AWA by submitting the Alternative Work Arrangement 
Request and Agreement form on behalf of the employee or the employee can submit it themselves. 


a Section 34 SWE manager ALSO MUST provide written acceptance/approval of the revised work 
schedule by email to your National Staffing Operations Team contact. This will be used by HR to 
change the employee's schedule in GC HRMS 8.9 (PeopleSoft). This is very important so as to 


not trigger overpayments. 


= The manager must also ensure that the employee's work schedule has been updated in Phoenix. 


Civilian Manager/supervisors: Make any adjustments to work schedules directly in Phoenix 
Military Manager/supervisors: Submit changes to the employee's schedule in Phoenix to the 
Compensation Enquiry System (CES): hetp://cces-srrs.forces.mil.ca/CES decoupled/ 


Alternative Wars Arrangements 


Job sharing involves two part-time employees sharing and carrying out the duties and 
function of the same job at different times during the normal work schedule. 

Job sharing is a practical application of part-time employment. The rights and responsibilities that apply 
to part-time employment extend to job sharing. 


Manager/Supervisor's Perspective Employee's Perspective 


Job sharing can enable a manager/supervisor to Job sharing allows an employee to work part-time 
maintain full-time — production/service while in a situation where part-time employment is not 
employing part-time employees. This can also be normally an option (ie. when the organization 
an arrangement to facilitate a retirement transition must maintain full-time production or services). 
and/or a knowledge transfer initiative. 
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If employees are considering job sharing, they should assess their attitudes and work habits and ask 
themselves: 


a Can you effectively share a position with the person identified to job share with you (e.g. will 
you try to find a balance in the distribution of tasks, particularly those that are more demanding 
or less rewarding)? 

« Am | flexible enough to adapt to sharing my workspace, files and computer? 

« How will I handle possible conflicts with my job-sharing partner — differences in communication 
styles, work methods or work habits? 


= Am interested in and willing to work as a team member? 

“ Am | prepared to share credit and take responsibility for my mistakes? 
«= Am I committed to making the arrangement work? 

* Am I willing to be flexible and make adjustments along the way? 

= Do l = qo ee in mind with Piin Pwouki: like to job are 


n To retain "employee" status, part-time employees must work no less than 1/3 of the regular 
government work week. 

a When a part-time employee works more hours than the amount established for 
Superannuation (Public Service Superannuation Act) purposes, the excess hours are not 
considered as pensionable service. If this occurs on a regular basis, the assigned work week 
should be changed to more accurately reflect the hours worked. 

5 Employees working an average of 12 hours per work or more are eligible to contribute to a 
pension plan. The contribution rate remains the same as for full time contributors. However, 
the required pension contributions will be of a lesser amount due to the employee's reduced 
income and it will result in a smaller pension based on a reduced annual salary rate. 

o If the employee is currently a pension contributor, and is assigned to work less than 12 
hours per week, pension contributions will be suspended. The employee's pension woul Id be 
based on his/her pensionable service at the date of retirement. 

a duce with an 1 average of 12 hours per y week ¢ or more are 2 for the ee 
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9 For Public Service Health Care Plan, there are no minimum assigned hours in order to be 
eligible. 

a Employees are advised to contact Client Services to assess the impact of a change in 
employment status on pay and benefits. 

o Part-time employees are no longer entitled to statutory holiday but will receive 4.25% in 
lieu. 

a Leave will be pro-rated (vacation, sick, family related, personal and volunteer day). 


Please contact the Public Service Pay Center and the Pension Center for more 
information on the impact of part-time work on your benefits. 


a Discuss your interest in this AWA with your manager/supervisor. Be prepared to discuss how 
you propose that the work between you and your job sharing partner will be delineated, for 


nd ork Arrangement Request and Agreement form and submit to your 
manager/supervisor for approval. Note that once the request has been submitted to your 
manager they will be unable to modify the information submitted and may return the request to 
you (electronically) for you to make the discussed amendment(s) and resubmit to them for 
subsequent approval. 


* Complete the Alter: 
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You will receive an email notification when a request for an Alternative Work 
Arrangement has been submitted. 


Managers should determine the following: 


= Is there already an identified job sharer? 

= Cana compatible match be found for job sharing? Consult Client Services for assistance. 

« Do job sharers both possess the required skills, abilities and knowledge to perform the full range 
of duties of the job share position? (i.e. the distribution of work between job share parties must 
be established equitably). 

a Review and discuss how the duties of each employee will be delineated with both job sharers and 
establish an agreed upon approach. 

= Establish an approach to how the job sharers will communicate with each other. 

«Have a plan in place to address the departure of one of the job sharers. Ensure that this approach 
is clear to both job sharers. For example: will you permit the continuation of part-time status of 
the remaining employee? Willa new match be identified? How much time is operationally feasible 
to identify another match or will this signal the end of this arrangement? 


It is important for managers/supervisors to note that one of the benefits of part-time employment— 
reduced salary costs—does not necessarily apply to job-sharing situations. Expenditures may in fact 
increase due to requirements for training or specialized office equipment for both job sharers. 


Accommodation requirements (e.g. desks, office space, and equipment) must be addressed for each of 
the job sharers. 
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kd Complete manager's section of the Alternative Work Arrangement Request and Ag 
form and Submit. 


" Section 34 SWE manager ALSO MUST provide written acceptance/approval of the revised work 
schedule by email to your National Staffing Operations Team contact. This will be used by HR to 
change the employee's schedule in GC HRMS 8.9 (PeopleSoft). This is very important so as 


to not trigger overpayments. 


* The manager must also ensure that the employee's work schedule has been updated in Phoenix. 


Civilian Manager/supervisors: Make any adjustments to work schedules directly in Phoenix 
Military Manager/su E Som peel to the employee's schedule in Phoenix to the 
Compensation Enquiry System (( rir rrs.forces.mil.ca/CES decoupled/ 


It is possible that, following discussions between the employee and manager/supervisor, some 
changes are required to the Alternative Work Arrangement Request and Agreement form. These 


ANANAS 


changes must be completed by following these steps: 


3. Manager/supervisor: Return the Alternative Work Arrangement Request and Agreement 
form to the employee by selecting "Requires Modification" option from the Status drop-down 


menu and selecting Submit. 


« Advise the employee of your decision, including an explanation of the operational requirements 
that have led to a determination that it is not feasible. 


» Complete manager" s section of the Alternative Work Arrangement Request and Agreement form 
and Submit. = 
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= The Public Service Performance Agreement (PSPA) of employees utilizing the job 
sharing arrangement must reflect their respective duties within the scope of the 
arrangement. 


= Attempt to resolve difficulties with job sharer directly, as they arise and identify solutions to the 
problems. If necessary, ask management for support. 


«All possible solutions should be discussed between the manager/supervisor and employee 
before terminating a job sharing. 


» Employees should also be aware that the termination of one alternative work arrangement 
does not preclude them from exploring the use of another alternative work arrangement. 


= The manager can terminate an existing AWA by submitting the Alternative Work Arrangement 
Request and Agreement form on behalf of the employee or the employee can submit it themselves. 


vanner 


* Section 34 SWE manager ALSO MUST provide written acceptance/approval of the revised work 
schedule by email to your National Staffing Operations Team contact. This will be used by HR to 
change the employee's schedule in GC HRMS 89 (PeopleSoft). This is very important so as to 
not trigger overpayments. 


= [he manager must also ensure that the employee's work schedule has been updated in Phoenix. 


Civilian Manager/supervisors: Make any adjustments to work schedules directly in Phoenix 
Military Manager/supervisors: Submit changes to the employee's schedule in Phoenix to the 
Compensation Enquiry System (CES): http//cces-srrs.forces.mil.ca/CES. decoupled/ 
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Telework is an authorized work arrangement wherein employees work away from 
their official place of work for part or all of their regular work week, either on a 
structured (regular/formal) or an ad hoc basis. While in most cases employees work 
from their homes, another location may be chosen. 

Unless it is a condition of employment, telework arrangements should not be viewed as a 
right by employees and are at the discretion of the manager/supervisor on a case-by-case 
basis. Persons employed are able to formally request alternative work arrangements and 
these requests should be supported where operationally feasible, while managing any risks 


associated with such arrangements. 


coffee shops, restaurants, etc. 


Telework has many benefits and implications for supervisors/managers and employees as well as the 


wider workforce and environment. 
Manager/Supervisor's Perspective 


Studies have revealed that telework results in 


increased productivity and improved employee 


morale. 


Telework supports a "management by results" 
approach. This means establishing specific 
results-based objectives and monitoring the 
delivery of these objectives and the expected 
results. 


It may create an expanded pool of workers who 
may not otherwise be available. For example, 
employees who might have difficulties 
commuting may continue to work and contribute 
to the organization. 


Telework can help to reduce absenteeism by 
enabling employees to complete a partial day of 
work at home rather than be absent from work 
for a whole day. It may also allow an organization 
to attract and retain highly qualified workers who 
like the flexibility that telework provides. 

in terms of office accommodations, telework 
arrangements can provide short or long term 
solutions to lack of space, cubicles, or work 


Employee's Perspective 


Telework offers many advantages. One of the 
more significant advantages is the flexibility it may 
provide to coordinate work, family and personal 
responsibilities. This benefit may offer a greater 
sense of control over their lives and help alleviate 
stress. 

Other benefits include reduced travel time and 
decreased costs related to transportation and 
meals. 


Advantages før the Employee 


« Less distractions from coworkers 

= Can be used to accommodate employees 
with disabilities who may have difficulty 
leaving their homes 

= More flexibility with the organization of daily 
tasks (better personal time management) 

= Less lost hours due to traffic 


= Higher job satisfaction 
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areas. lt can also offer a wider environmental 
benefit, reducing air pollution and congestion 
related to transportation issues. 


y imply that the 


i 
employee will work away from the office five (5) 
days a week, fifty-two (52) weeks a year. In 
most cases, a balance between hours worked at 
the telework location and at the office is to the 
mutual benefit of the manager/supervisor, the 
employee and the organization. 


Telework does not necessar 


Advantages for the Organization! 

= improved employee retention 

= Often higher productivity 

= Reduced absenteeism 

" Savings on energy, office space 
requirements, maintenance and 
housekeeping 

* Increase number of potential candidates for 
a job 


Possible Disadvantages for the 

Organization? 

" Difficulty contacting the employee 

" Difficulty maintaining adequate 
communication between others 
(manager/supervisor, colleagues, clients) 


! Canadian Centre for Occupational Health and Safety 


: Canadian Centre for Occupational Health and Safety 
* Canadian Centre for Occupational Health and Safety 
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Possible Disadvantages for 
the Employee? 


Isolation 
Lack of separation 
between work and home 

"= More distractions from 
family 

a Potential for excessive working hours 

« Less awareness of changes happening in the 
organization 

" Fear of being under-managed ("out of sight 
out of mind") 


Alternative Work Arrangements 
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Complete the Employee Telework Considerations Tool for assistance in determining whether 
this option is advantageous for you. 


Note that the Security Organization and Administration Standard indicates that telework is not 
suitable for employees working on laptops/tablets with information that is designated as 
extremely sensitive or classified as top secret (higher than Protected B) and any protected B 
information must be encrypted as per DVVAN IS Security Orders. Managers have the discretion 
to deny a telework request on these grounds. For assistance in determining categorization of 
the information that you work with refer to the DGDS quick reference guide to the security of 
information: Working with Sensitive Information. 


Employees of DND are not permitted to telework from public places. 
You are responsible for reviewing the following [T and Physical Security direction to ensure your 
understanding of employee obligations relating to the security of information and assets when 


working outside of a regular office environment: 


QD) Chapters 5, 6,7 and I I 
15) Security Orders 


^ National Defence Orders and Direct (NDS 
a Defence Wide Area Network (DVVAN) Information Systems ( 
0 DAOLD 6003 Series 


Verify whether there are any municipal zoning restrictions on telework for your proposed home 
office address. 

Ensure that you have completed the Mandatory Security Awareness Training A230 

Establish whether you can present yourself at the work office location upon the 
manager/supervisor' s request, for training, team meetings or any other event that the 
manager/supervisor requires the employee to be present in person. If you are unable to do so, 
be prepared to discuss alternatives with your manager/supervisor. 

Discuss your interest in this AWA with your manager/supervisor. 


Alternanve Work Arrangements 
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Complete Alternative Work Arrangement Request and As 
manager/supervisor. 


Additional MANDATORY step for employees requesting full-time telework 
arrangements (and recommended for part-time and/or ad hoc telework arrangements 
based on the discretion of the manager): 


(DNE D ) 4474. E) pana and D of the E s telework k poce if thet request is for a 


full-time telework arrangement or if you have requested in for part-time or ad hoc telework 
arrangements. 


Confirm that the following AWA conditions are met: 


$ 
2. 
3. 


qus secret t (higher than Protected B 
. The employee agr 
v this has been discussed and an alternative planh has been established. 


The arrangement supports your operational requirements: review considerations below. 

Be voluntary on the part of employee, unless it is a condition of employment. 

Respects the terms and conditions of employment and the provisions of the relevant collective 
agreement. Å 
Will not result in any additional costs other than those connected with initiation of the AWA. 
The employee is currently meeting all performance expectations and the AWA is not expected 
to result in decreased output. 

The employee is not being performance managed. 


. Manager/supervisor must determine that all the laptop/tablet can be obtained and will be 


sufficient to perform their functions and to ensure the security of information and assets. 
Local IM/IT service provider has been consulted and can be provided | før the 
duration of the telework agreement. EO 
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Review request against operational requirements 


. If this is a result of a duty to accommodate request, ensure that you have 


Client Services. 


| flex ir. 


consulted appropriately. In the NCR, please consult the Office of Disability 
Management for alternate procedure. Outside the NCR, please consult 


It should be noted that not all positions lend themselves to telework, 


for example, employees working with heavy equipment, 


Examine the duties of the position, the frequency and type of interaction required with others and 


the type of information and assets in the employee's control. 


In consideration of the above, determine the likely impact of the telework arrangement on employee 
productivity, such as : 


o Quality of work; 


5 Timeliness of work to be performed (ability to meet deadlines, respond to inquiries, etc.); 
a Quality of service to clients; 
a Timeliness of service to clients. 


Can these impacts be mitigated? How? 

Consider how the change in access to work tools such as fax, photocopier, library, information, 
other human resources (colleagues, service providers, clients, etc.) or assets could impact work. Can 
this be mitigated? If so how? 

Does this job readily lend itself to telework (e.g. jobs that require thinking and writing, research, data 
analysis, translating or computer programming)? 

How is work assigned to the employee? Can this be done remotely, using teleconference, 
videoconference or another system such as a log? 

How do you currently review the quality and timeliness of the employee's work? Can this be done 
remotely, such as through telephone debriefs, revision of completed work submitted by email or 
some other approach? 

Establish the likely impact the arrangement would have on other team members: 


2 Communication: Is this arrangement feasible when considering how other team members work 


and communicate with each other? 
= Teamwork: Will this arrangement make it more difficult for team members to accomplish their 
world 


Is the employee suited for telework? Suitable candidates normally have a proven track record in 


terms se perfor mance. E They: are good: communicators s and PES able to set | pr iorities sand 


and: are : comfortable world ing independently. 
Is the employee reliable and trustworthy? 


. Establish impact the arrangement would have on you as a manager/supervisor. Managers/supervisors - 
must be effective communicators, good planners, set clear objectives, tasks and expectations, be able 


to give effective guidance and performance feedback, and able to focus on results. Those 
supervisors/managers who prefer a more traditional approach to monitoring employee progress. 
might have diffi iculty adjusting to telework situations but er consider the bene 
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Expenses 
The following list of expenses are the responsibility of the employee: 


= Increased costs for heat, hydro, insurance, internet service and so on; 

= Travel costs for the displacement between the telework locations and the 
employee's designated place of work; 

* Expenses associated with setting up the telework place from a health and safety point of view, 
including fire extinguishers and first aid kit. 


The following list of expenses are the responsibility of the employer: 


» The provision of ergonomic office set-up and equipment at the telework location is subject to 
management s discretion and approval, on a case-by-case basis. Management is not required to 
provide these items and can negotiate them at the onset of the telework agreement period. Where 
approved, management is required to absorb all costs associated with agreed upon ergonomic 
provisions. 

* Management is required to absorb all costs associated with agreed upon ergonomic provisions. For 
part-time telework employees requiring ergonomic set-up, this could include set-ups both at their 
office work location and their telework location. 

* Work-related expenses such as long-distance phone charges and office supplies are subject to 
normal approval procedures and, once approved, are the responsibility of the employer. 

= Reimbursement of expenses pre-approved by managers, as well as those related to initial set-up of 
telework space, are to follow the internal procedures established by the employee's organization. 


Equipment 


The Department or manager/supervisor is responsible for determining what equipment is required at 
the telework location for the duties to be performed. ADM (IM) is responsible for ensuring the 
provision and maintenance of the equipment required by the employee at the telework location. This 
does not include furniture, or office space. 


In cases where special facilities or equipment are required for particular tasks and it is not feasible or 
cost-effective to provide them to the employee, the employee will come into the office on designated 
days. Managers/supervisors are not permitted to purchase IT equipment for their employees in 
situations where the equipment the employee requires to perform their work cannot be provided by 
their local IM/IT as per authorities established in DAOD 6002-9, Information Technology Asset 
Management. 


oyees may be granted the use of their own equipment to telework. In these instances, the 


E BY 


employees are responsible for the maintenance and repair of the equipment unless otherwise agreed to 


by the employer. 


| il is | mule) to connect tany y pesoni IT to aye DND issued sd aiment (o e g 
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Where employees are granted use of their own equipment to telework 

the employee must be aware that all records created, maintained and distributed 
through their personal computer must be provided to 

their departmental ATIP coordinator upon request. 


It is recommended that personal email accounts not be used and an alternate work 
email account be created for all work related communication. 


Employees should be aware of the following responsibilities as outlined in the Access to Information 
Manual 


“Institutional policy guidance on employees’ responsibilities Institutions may develop and 
adopt policy guidance along the following lines: 


“Information management: The employee is responsible for proper recordkeeping of electronic 
messages, including PIN-to-PIN and SMS messages that relate to an institutional matter and are of 
business value, as required by the Policy on Information Management and the Directive on 
Recordkeeping. Records are of business value when they are created or acquired because they 
enable and document decision-making in support of programs, services and ongoing operations, and 
support departmental reporting, performance and accountability requirements. 


All other information created, received or transmitted via a wireless device that has no business 
value is considered a transitory record and should be deleted as soon as it is no longer required. 
However, if a transitory record that has not yet been disposed of is pertinent to a request made 
under the Access to Information Act, it falls under the Act and must be processed as part of the 
request, 


Access to information: Electronic messages, including PIN-to-PIN and SMS messages that relate 
to an institutional matter and are of business value are records subject to the Access to Information 
Act. It is the responsibility of each user to retrieve electronic messages that are relevant to å 
request made under the Act and to provide them to the Access to Information and Privacy Office of 
his or her institution." 


Review request against health and safety considerations 


The Department of National Defence is responsible for providing a safe and healthy workplace for 
its employees. This responsibility applies to telework as well. 


As the employer has no formal control over an employee's telework location (usually the home), 
employees are asked to voluntarily provide assurance to the manager/supervisor that the telework 
location is in compliance with the Canada Labour Code, its regulations, and the general Safety 
Program. - 


Under the Government Employees Compensation Act, public service employees who are injured in 
the course of their duties are to be compensated for their work-related illnesses or injuries. This is 
the case whether the illness or injury takes place at the employee's official workplace or at any other 
location where they are performing their work-related duties, including. the Ter s automobile, 


| hoe room or home. 
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Ergonomics 


As teleworking is a voluntary flexible work option which is originated by the 
employee and given that telework places such as employees' homes are not 
— dn controlen byu the pel there is no requirement id the ew g 


an er ort ask ipe an assessment of higher bau wor kpl ace but | it would à up to the 
discretion of the manager/supervisor to decide if or how an assessment would 
be carried out on a case by case basis. 


If there are questions or concerns relating to ergonomics, manager/supervisors should communicate 
them up the Health and Safety Chain of Command: (Unit GSO, Base/VVing GSO, Formation GSO, 
Command/LI GSO, D Safe G). 


If a manager/supervisor has approved an ergonomic assessment for the telework place and the 
results indicate that the employee requires special equipment, the employer is required to cover 
these expenses. Funds for ergonomic equipment or assessments are the responsibility of the 
employee's home unit. 


Refer all questions relating to OHS and Ergonomics to your Health and Safety Chain of Command 
(Unit GSO, Base/Wing GSO, Formation GSO, Command/LI GSO, D Safe G). 


Additional MANDATORY step for employees requesting full-time telework 
arrangements (and recommended for part-time and/or ad hoc telework arrangements 
at the discretion of the manager) 


k Health / Safety / Security Checklist and 
| Lil | E for m TM ve and compliance. 
" Ensure t that the employee has des the <= ees of their dues onice us 


foris or re aber tted by the E 
Review request against security requirements 


Security is a priority for DIND therefore employees must continue to safeguard any DIND protected 
information, assets, and resources when working from home. They must continue to meet security 
requirements in accordance with DND's security policy instruments. In the event of security 
incidents, the incident may be investigated at the location of the offence, 


For more nd mation on working securely please refer to Director General Defence Security's 


guide to Working with Sensitive Information. 


It is recognised that telework does not occur in an office environment as. descr ibed in the National — 
Defence Security Orders and Directives (NDSODs), however the security pr inciples of the NSODs © 
must continue to be respected. These include: 


a. The | protection of Crown assets and information (equipment/documentation); 
b. Applying the need to know principle; | 
c. Access L DND authori zed personni ue and 


Alternative Work Arrangements 


39 


CBSA - Released u is. ne n Act 
ASFC. Dulgaion en ur l'Accès a l'information. 


Additional MANDATORY step for employees requesting full-time 
telework arrangements (and recommended for part-time and/or 
ad hoc telework arrangements at the discretion of the manager): 


Review the security section of the Telework Health / Safety / Security Checklist and Attestation 
(DND 4424-E) form for completeness. 


= Complete manager's section of the Alternative Work Arrangement Request and Agreement 


form and Submit. 


seins le du da dw ila EE e 


x The manager must also ensure that the employee's work schedule has been updated in Phoenix. 


Civilian Manager/supervisors: Make any adjustments to work schedules directly in Phoenix 
ed read Surit re to the Meque ain S schedule I : Phoenix to the 


eee Candi recommended for aei andjor ad hue telework arrangements 
at the discretion of the manager): 


Attestati son n (DND 4 4424- B fort m and d employee t ye telework «pce photos, encrypted. to: 


(QOuawa-Hul - 


* Ensure that both the employee and manager/supervisor retain mer of the Alternative Work 
Arrangement Request and Agreement form as well as the Telework Expectations and 
Communic 


ation Agreement I “ND SEN n form and Telewor k Health / Safety / Security 


£ hecklis list and Attestation (D 


i is pe that, reg re Between the emp E and manager/supervisor, some 
equest and À gr cement fo for rm. These _ 


CBSA - Released under the Access to Info 
ASFC - Divulgation en ve 


Manager/supervisor: Return the Alternative Work Arrangement Request and 
Agreement form to the employee by selecting "Requires Modification" option 
from the Status drop-down menu and selecting Submit. 


Employee: Make necessary updates to the Alternative Work Arrangement Request and 


Agreement form and select Resubmit for manager / Envoyer à nouveau au gestionnaire. 


Advise the employee of your decision, including an explanation of the operational requirements 
that have led to a determination that it is not feasible. 


at S 


Complete managers section of the Alternativ aor k Arr ange ment. Re: uest and Agreement. form 
and Submit. : m rro 


Alternative Work Arrangements 


rtu de la loi sur l'Accès à l'information 


Ensure that the employee has the information required to set-up their home work space 
appropriately, for example: 


Arrangements must be made to ensure that effective communication is maintained between the 
manager/supervisor and employee. 


Where possible, supervisors/managers and team members should consider teleconferencing or 
videoconferencing with the employee to ensure his/her participation in meetings. 


Where a Telework Expectations and Communication Agreement {DND 4423-1 
be used to guide and direct the way in which the employee and management wor and: communicate 
as well as the determine the on-going feasibility of the arrangement. 


There should be an agreed upon trial period at the outset of any telework arrangement. The 
supervisor/manager should review the arrangement for success with the employee at the end of this 
trial period and on an on-going basis. 


Telework requests of all types should be reviewed on a yearly basis, at a minimum, and renewals 
should be submitted via the Alternative VVork Arrangement Request and Agreement form. 


aS ues at Å på NA EN See re DN ET ga 
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" All possible solutions should be discussed between the manager/supervisor 
and employee before terminating a telework arrangement. 


= Employees should also be aware that the termination of one alternative work arrangement 
does not preclude them from exploring the use of another alternative work arrangement. 


Request and Agreement form on behalf of the employee or the employee can submit it themselves. 


Å rarmatses AE ire JA rrr m era Fe 
Alternative sore Aral GEMENS 


l'informéion 


À number of leave options are available to employees to complement or support their Alternative 
Work Arrangements. For more information, refer to the references below: 


m 


Civilian Compensation Leave webpage: http://hrciv-rhciv.mil.ca/en/e-compensation-leave page 


Public Service Pay Center 


Review your respective Collective Agreement 
Refer to the Treasury Board Secretariat site: http //publiservice.tbs-sct. 
a qn $3 sp | 


c calhr-rhieel-doeclindex- 
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ee to acne a telework’ ar rangement and wila assist in ee whether i it is a vi able option 
for them. 


Verified 


I do not work with information that is designated as extremely sensitive or classified as top secret. 


Note that the Security Organization and Administration Standard indicates that telework is not 
suitable for employees working with information that is designated as extremely sensitive or 

| classified as top secret. Managers have the discretion to deny a telework request on these 
grounds. For assistance in determining categorization of the information that you work with refer 
to the DGDS quick reference guide to the security of information: VVorking with Sensitive 
intor mati n t. 

i | ; modate the security requirements such as a cabinet. 


| can ensure that DND/CAF information Assets and resources will be secured and protected from 
unauthorized access at all times. 


E am comfortable prioritizing my own work. 


| l am able to set my own goals to effectively achieve results. 


| COSTS 


OO À ER AGORA A AA AA Ira AUR AAA AAA A AAA OU A AA AAA Le QE I ER 


| can absorb any increase in heat and hydro costs, need for telephone line, internet 
service, electrical outlet(s), comfortable desk, chair, lighting, bookshelves, storage space. 


| NOTE: Employees are responsible for any increased costs for heat, hydro and 
| so on. Work-related expenses such as long-distance phone charges and 

| supplies are subject to normal approval procedures and, once approved, are 

| the responsibility of the employer. Travel costs for the displacement between 


the telework locations and the employee's designated place of work are the 
i es responsibility, 
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The telework arrangement is expected to result in greater availability for family obligations 


P such as childcare, children's lunches and return from school, care of dis relatives, 


| cbligstiei 5 suth as kilder e, po en's js eie return from heal care eof Felder 
relatives, 


| The telework arrangement is expected to provide better balance between work and 
| personal Keke 


ess 2 wore heus S, ;flexiblity, p peace ad quiet or "iibi monoteny; Prec and 
confinement. 


| Consider whether the telework arrangement will result in greater isolation, monotony, 
distraction and confinement. 


| The telework arrangement is not expected to negatively affect social aspects, such as 
| cooperation/work-shari ing and interaction with —— 


| Hnohinnnsannsisahhhisasténsss Dans skikt jjø ej 


EEE es 
Consider whether access to support (administrative or professional staff, computer 
support, etc.) will have à negative impact on me or my work. 


eo URGE die NANA AR D E 


I will be able access to work tools, such as reference books/manuals, photocopiers, etc. 
when needed. 


PPT ER Re ON RS 


| | will be accessible and available in cases of emergencies, special projects, meetings or | | | 
| recall to office. | 


| Consider whether telework will impact the establishment of work objectives, 
performance evaluation and supervision. 


esee A A sss s sss 


SAPP CAPES ER AEE SE SET DYTTET 
* | OTTO VOD ATEN ASLE TELT dt 


ur l'Accés à 


Vin 


formation 


opportunities (e.g. loss of work contacts, professional network, and visibility due to 
isolation), keeping informed of staffing processes, etc. 


OTHERFACTORS 2 eee es ae ee E kuene peler 
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Canada Labour Code 

Canadian Human Rights Act 

Government Employee Compensation Act 

Performance Review and Employee Appraisal (Treasury Board Policy) 
Public Service Staff Relations Act 

Relevant collective agreements 

Relocation Directive (Treasury Board) 


Security Policy (Treasury Board) 

Terms and Conditions of Employment (Treasury Board Policy) 

Travel Directive (Treasury Board) 

Use of Electronic Networks (Treasury Board Policy) 

Hours of Work for Civilian Employees 

Treasury Board Telework Policy 

National Defence Orders and Directives (NDSOD) Chapters 5, 6, 7 and | I 
Defence Wide Area Network (DVVAN) Information Systems (15) Security Orders 
DAOD 6003 Series 

ITSS-O1, Portable Information Technology Devices 

Canada Labour Code, Part Il and associated Regulations 

National Joint Council Occupational Health and Safety Directive 
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Burke, Julie 


From: Keir, Jennifer on behalf of Thibodeau, MarcR (HRB-HQ) 
Sent: November 22, 2018 03:55 PM 

To: Burke, Julie 

Cc: Allard, Myriam 

Subject: FYA - FW: Telework Policy 


Hi Julie, 
Could vou please get in touch with Genevieve to discuss? 
jennifer Keir 


ij wc PA ØRER S e 
613-948-9833 


From: Binet, Geneviève 
Sent: November 19, 2018 3:32 PM 
| To: Thibodeau, MarcR (HRB-HQ) 

| Subject: Telework Policy 

Bonjour Marc, 

| know that the development of a Telework Policy is a priority for the Agency and HRB. Some time ago, | believe had 


e 


engaged Dan Tremblay with regards to the provision of tools that would be required to support this approach. 

| don't recall the approach being discussed amongst corporate branch DGs, with regards to employee non-technical 

needs, etc. Will we be engaged on this in the near future, possibly at a One HR meeting or through another forum? My 
ii 


erms of engagement on this issue. 


t 


VP is asking me about where we are at u 
Merci, 

Genevieve Binet 

Director General | Directrice générale 

cts and Portfolio Management Directorate | Direction des affaires, des projets corporatifs et de la gestion 


Business, Corporate Proje 


du portefeuille 


on, Science and Technology Branch 
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(dos services TrOontaliers du Canada 
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| Direction gener 


ale de l'information, des sciences et de la technologie 


From: Burke, Julie 

Sent: November 29, 2018 04:41 PM 

To: Gualtieri, Francesca; Fodor, Dana; Mullin-Baker, Patricia 

Subject: FW: Telework 

Attachments: NEW Telework Agreement ENGLISH - Section removed .doc; CBSA-ATIP Telework 


Agreement EN.DOC: Telework Guidelines -IISD.DOCX 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Conada 
Julie. Burke@cbsa-asfc.gc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-32: 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du can oad / Gouvernement du Canada 
cbsa- Ms gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 
# Å 


From: Thibodeau, MarcR (HRB-HQ) 
Sent: October 31, 2018 3:32 PM 
To: iui: Julie Mie Burke Bokse BS EE Cu 


Sent: August 2 28, 2018 10:54 AM ` 
To: Thi bodeau, MarcR (HRB-HQ) «M 


ne T alawork 


Marc, Daniel, as identified during our teleconference please be advised that we have telework being performed here at 
SPSD. We have no specifics or agreements in place at this time but are working on them. | was also informed that 
telework is being performed in ATIP. 

Attached for your review, you will find examples of agreements and guideline relating to telework. 

Please advise if you require an additional information. 

Mike 


Michael S. Lukca 
Director, Security and Professional Integrity Programs Division / Comptrollership Branch 


Canada Border Services Agency / Government of Canada 
Michael.Lukca@cbsa-asfc.gc.ca / Tel: 343-291-7727 / TTY: 866-335-3237 


Directeur, Division des programmes de sécurité et d'intégrité professionnelle / Direction Générale du contróle 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Michael. Lukca@chbsa-asfc.gc.ca / Tél. : 343-291-7727 / ATS : 866-335-3237 


TELEWORK AGREEMENT 


À. Teleworking employee: 


Job Title: 


evel: 


This Telework Agreement is between the Canada Border Services (CBSA) represented by 


(Managers name”), and — — — (employee's). 


The employee and the CBSA hereby agree to the following conditions: 


The employee and the manager have agreed, that the employee will work in a telework 
arrangement to perform their duties at the telework place (address identified above). 


The employee will work from the telework place, as per the schedule established by his or her 
manager. 


The employee's scheduled telework hours will be the same as their regular offices hours of work 
and overtime work is to be authorized in advance by the Manager. 


af s 


The manager and the employee will be in contact on a regular basis and will, when necessary, meet 
at the designated workplace to review the work of the employee, to assign work and to review 
priorities, 


During the term of this Agreement, the employee agrees to be accessible to clients, colleagues and 
management and may be required to report to the designated workplace at his or her expense, with 
reasonable notice. 


Any meeting with a client will take place at the designated workplace or at the client's workplace 
(not the telework place). All applicable correspondence and mail, except electronic communication 
(if applicable) will be retrieved by the employee at the designated workplace, as required. 


The employee will observe all applicable legislation, policies and guidelines. 


This Telework Agreement does not supersede relevant legislation, collective agreements, policies 
and guidelines which govern this Agreement. 


Telework place and materiel 


The employee declares that his or her telework place is a suitable working environment, conforms 
to municipal zoning regulations and is adequately insured. The employee will notify the manager 
(supervisor) in the event of a move and if any of these requirements are no longer being met. 


The employee is responsible for any overhead, maintenance and other incidental costs associated 
with the use of the telework place, i.e. insurance, heat, hydro, etc. Any office furniture is to be 
provided by the employee, i.e. desk, chair, computer table, etc. 


11. The employee agrees to review and comply with CBSA policies and procedures regarding the 


personal use of materiel including the li mited personal use of CBSA electronic networks (Policy on 
the Use of Electronic Networks) and to take all reasonable care to protect and safeguard any 
materiel being used at the telework place. 


The employee agrees not to hold the CBSA or any of its employees either vicariously or personally 


liable for any damages to the employee's personal or real property that occurs during, or is caused 
by, the employee's performance of his or her duties at the telework place. 


af 3 
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Health and Safety 


13. The manager has ensured that the employee has been provided with information on how to 
establish a healthy and safe work environment and any questions and concerns raised by the 
employee have been answered and dealt with to his or her satisfaction. 


14. The employee declares that the telework place meets the health and safety requirements of the 


Canada Labour Code, Part il and its Regulations, as described in the Health and Safety Inspection 
checklist appended to this Telework Agreement. 


15. The employee will immediately notify the manager if the requirement described in paragraph 14 is 
no longer being met or that the employee suspects is no longer being met. 


Security 


16. If there are any security requirements at the telework place due to the nature of the work, the 


manager has ensured conformity to them as described in the Security Inspection checklist appended 
to this Telework Agreement. 


17. The employee agrees to review and comply with Treasury Board Security Policy, standards and 
procedures and to take all reasonable care to protect sensitive government information and assets 
at the telework place against unauthorized disclosure, loss, theft, fire, destruction, damage or 
modification. 


18. The employee will immediately notify the manager of any breach of security involving CBSA 
information and/or assets. 


Review and modification of the Agreement 
19. The Telework Agreement is subject to periodic review. The manager and the employee shall review 
the telework arrangement together periodically and at least twice a year for conformity to this 


Agreement. 


20. This Telework Agreement may be altered by mutual agreement between the manager and the 
employee. The manager may also at his or her discretion alter the Agreement without notice. 


21. The Telework Agreement may be terminated by the employee or the manager in writing with 


reasonable notice. An exception to this requirement may be made in an urgent situation at the 
discretion of the manager. 


fA 


22. This Telework Agreement terminates automatically on December 31 of each calendar year or earlier 
if: 

a) the employee's duties or responsibilities change, e.g. due to a promotion, transfer, 
developmental assignment, reorganization, etc.; 

b) the employee fails to fully meet job performance expectations; 

c) the employee fails to adhere to this Telework Agreement or to established policies, rules 
and procedures; 

d) there is a breach in security; or 

e) the employee's employment with the CBSA terminates. 


23. This Agreement is valid from _ to December 31%, 


Em pl oyee Date 


| Date | 
Note: Once the Telework Agreement has been duly signed, the manager appends a copy of the 
following documents to this Agreement: 


The manager shall keep a copy of these documents and provide copies to the employee, and Human 
Resources for the employee's personnel file. 
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TELEWORK AGREEMENT 


Pre-Requirements for Teleworkers 


Subject to management approval and when operational requirements permit, the telework 
option is available to employees: 


e 


= 


who have completed the period of formal and/or on the job training required to be fully 
functional with limited supervision; 

who demonstrates a high degree of self-discipline and the strong work habits required to 
ensure operational requirements and effectiveness are not compromised; 


who have demonstrated consistent performance, both qualitative and quantitative, that 
meets the performance expectations as set out in the employee's expectation agreements, 
or, based on managerial discretion; 


who consistently demonstrates, with minimal supervision and direction, appropriate 
emphasis and focus on Section, Directorate and Branch goals and priorities; 


who takes the necessary steps to ensure that the level of service provided to clients remains 
high and is not materially affected by the telework arrangement, and 


who proactively takes the necessary steps to make and facilitate the necessary 
arrangements with the respective manager to ensure adherence with all the requirements 
below and who demonstrates the flexibility and cooperativeness required by a telework 
agreement. 


A. Teleworking employee: 


| Name: 


This Telework Agreement ("the Agreement") is between the Canada Border Services (CBSA) 
represented by — (the "Manager"), and XXX (the "employee"). 


The employee and the CBSA hereby agree to the following conditions: 


1. The employee and the Manager have agreed that the employee will work in a telework 
arrangement to perform their duties at the telework place (described above). 


2. The employee will work from the telework place, as per the schedule established by 
management. 


10. 


11. 


The employee's scheduled telework hours will be the same as the regular offices hours and 
overtime work is to be authorized in advance by the Manager. 


If the employee is absent on a scheduled telework day, the employee will notify the 
Manager before the start of their regular working hours. 


On the day prior to taking a leave of absence/compressed day (ADDO) and on the first day 
of work after a leave of absence/ADDO, the employee will report to the designated 
workplace, even if he/she may be scheduled for a telework day. In addition, an employee 
scheduled to attend training, or, other work related event will report to the designated 
workplace on the day prior to attending the training or event, and on the first day after 
returning from the training, event even if he/she may be scheduled for a telework day. 


Any variance to these provisions must be authorised in advance by the Manager. 


In the event that that employee cannot work on his/her scheduled telework day due to 
illness or any other type of leave, the employee will resume telework arrangement on the 
next scheduled telework day: scheduled telework days are not transferable. 


During the term of this Agreement, the employee agrees to be accessible to clients, 
colleagues and management in order to provide the same level of service as provided at the 
designated workplace. The employee may be required to report to the designated 
workplace to review the work of the employee, to assign work and to review priorities at 
his/her expense, within two hours of being given notice by the Manager. 


The employee is required to attend and participate to all scheduled meetings via 
teleconference call. Such meetings are: Production meeting, Weekly Upcoming meeting, 
Friday Issues Management Call/Weekly Look Ahead as well as any urgent meetings that may 
arise for which the employee's attendance is required. 


Any meeting with a client will take place at the designated workplace or at the client's 
workplace (not the telework place) All applicable correspondence and mail, except 
electronic communication (if applicable) will be retrieved by the employee at the 
designated workplace, as required. 


The employee will observe all applicable CBSA legislation, policies and guidelines. 


This Agreement does not supersede relevant legislation, collective agreements, policies and 
guidelines which govern this Agreement. 


hud 


TELEWORK PLACE AND MATERIEL 


12. 


13. 


14, 


15; 


18. 


The employee declares that his or her telework place is a suitable working environment, 
conforms to municipal zoning regulations and is adequately insured. 

The employee will notify the Manager in the event of a move and if any of these 
requirements are no longer being met. 


The employee is responsible for any overhead, maintenance and other incidental costs 
associated with the use of the telework place, i.e. insurance, heat, hydro, etc. 


Office furniture is to be provided by the employee, i.e. desk, chair, computer table, etc. 


The employee is responsible for arranging IT technical support for the installation, 
maintenance, repair and recovery of the materiel provided by the employer. Where 
equipment is not functioning, the employee will revert to the designated workplace. 
Discretion may be exercised by the employer. 


The employee agrees to review and comply with CBSA policies and procedures regarding 
the personal use of materiel including the limited personal use of CBSA electronic networks 
(Policy on the Use of Electronic Networks) and to take all reasonable care to protect and 
safeguard any materiel being used at the telework place in accordance with Agency security 
standards. 


17. The employee agrees not to hold the CBSA or any of its employees either vicariously or 


personally liable for any damages to the employee’s personal or real property that occurs 
during, or is caused by, the employee’s performance of his or her duties at the telework 
place. 


to the CBSA, all piksler provided’ to him or tier. 


HEALTH AND SAFETY 


19, 


The Manager has ensured that the employee has been provided with information on how to 
establish a healthy and safe work environment and any questions and concerns raised by 
the employee have been answered and dealt with to his satisfaction. 


The employee declares that the telework place meets the health and safety requirements of 
the Canada Labour Code, Part Il and its Regulations, as described in the Health and Safety 
Inspection checklist appended to this Agreement (Appendix A). 


21. The employee will immediately notify the Manager if the requirement described in 
paragraph 20 is no longer being met or that the employee suspects is no longer being met. 


SECURITY 


22. The employee agrees to allow, with a 24 hour notice, a CBSA representative identified by 
the Manager access to the telework place to ensure the telework place meets security 
requirements. 


23. The employee agrees to review and comply with CBSA and Treasury Board Security Policy, 
standards and procedures and to take all reasonable care to protect sensitive government 
information and assets at the telework place against unauthorized disclosure, loss, theft, 
fire, destruction, damage or modification. 


24. The employee will immediately notify the manager of any breach of security involving CBSA 
information and/or assets. 


REVIEW AND MODIFICATION OF THE AGREEMENT 
25. The Agreement is subject to review by the Manager at least once every 12 months. 


26. The Manager may, at their discretion, alter or cancel the Agreement without notice. He may 
also alter or cancel the Agreement at any time and without notice due to urgent operational 
requirements. 


27. This Agreement terminates automatically at its end date or earlier, when: 


a) The employee's duties or responsibilities change, e.g. due to a promotion, transfer, 
developmental assignment, reorganization; 
) the employee fails to fully meet job performance expectations; 
) there is a security incident; 
d) the employee's employment with the CBSA terminates or; 
) the employee fails to adhere to this Telework Agreement or to established policies, 
rules and procedures. 


LT 


i 
| 


from 


28. This Å 


greement is valid 


Manager 


CBSA -Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 
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NoPe: Once ihe Telework Agreement has been dulv signed, the manager appends a copy of the following document 


to this Agreement: 


Appendix Å — Health and Safety Inspection 


The manager shall keep a copy of these documents and provide copies to the employee and Human Resources for 


the employee's personnel file. 


APPENDIX A — HEALTH AND SAFETY INSPECTION 


A home office should meet the same health and safety standards as those at the regular 
workplace. This checklist is provided to you, the teleworking employee, to enable you to 
inspect your telework place to determine if it is a safe and healthy work environment. Please 
indicate if the following requirements have been met, i.e. "yes", "no". If you wish, you may 
request that the CBSA conduct the inspection on your behalf. 


Note: The Canada Labour Code, Part II, section 143.2 states that "No person who carries out a 
duty under this Part shall enter a work place that is situated in an employee's residence without 
the employee's permission." 


HOME OFFICE HEALTH AND SAFETY 


HOME OFFICE ENVIRONMENT 


v My desk, chair and other accessories are suitable to my needs. 

v The computer furniture, shelves, cabinets and bookcases are sturdy and 
properly installed (i.e. anchored to wall where necessary). 

Y My workstation is adjusted properly. My desk, chair, computer monitor 
and keyboard are at the appropriate heights and adjustments (e.g. head 
and wrists are in a neutral position). 

v | am aware of how to prevent musculo-skeletal injuries (e.g. take breaks to 
prevent extended hours of repeated motions or of being in the same body 
position). 

Y The lighting is properly arranged and appropriate for my work (e.g. there 
are no reflections on or glare from the computer monitor). 

Y I have control over levels of ventilation, temperature, light and sound. 

v | have made sure that there are no tripping hazards such as frayed or 
wrinkled carpets or obstructed halls, walkways or entries and that any 


guardrails are properly installed. 


ELECTRICAL SAFETY 


KER 


Any extension cords are in good condition and positioned properly. 
There are no cords and cables causing a tripping hazard. 

Outlets are grounded and not overloaded. 

Outlet covers are safe and not in need of repair. 

There is surge protection for electrical equipment. 


There is sufficient ventilation for electrical equipment. 


FIRE PROTECTION 


There is a smoke detector in close proximity to my work station. I will regularly check to 
ensure it is in proper working condition. 

Paper materials and any chemicals are stored safely away from all heat sources. 

Any hazardous product is properly stored away to prevent accidental exposure 

| have complied with prescribed standards relating to fire safety and emergency 


measures. 


EMERGENCY PROCEDURES 


& * 


& NNN 


An evacuation plan has been established. 

The first aid supplies are adeauate 

Emergency contact numbers are posted near the telephone 

A periodic office contact schedule has been established 

My office contact knows how to reach someone near me in the event of an emergency. 


| am aware that | must immediately report any accident or injury to my supervisor. 


OTHER HAZARDS 


Any other health and safety hazards have been taken care of (please specify below): 


Note: Additional information on Health and Safety issues may be found on InfoZone at: 


Teleworking Guidelines 


IISD 


In addition to Treasury Board Policy which should be read and understood by all 
teleworking participants (hitps//www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=12559 ), the 
following is a quick reference tool to ensure telework arrangements within HSD are 
aligned and adhered to. Some flexibility may be accorded with the agreement of your 
manager. 


Scheduling telework arrangement 


* 


Employees are to pre-arrange telework days with their supervisor and if not 
specifically scheduled in their telework arrangement then at least 24 hours in 
advance; 

A periodic contact schedule should be established with your supervisor; 
Employees should advise their managers when connected and when 
disconnecting: 

Maintaining regular communication will ensure that teleworking employees are 
engaged with their colleagues and in their work. 

Telework employees should adhere to the agreed-upon time schedule; 
Employees should be encouraged to work from designated workplace to conduct 
business with teleworking employees in the same manner that they do with other 
employees/colleagues who also work in other locations; 


Assessing Candidate for teleworking agreement 


Li 


Has a history of reliable and responsible performance (that is succeeds) with a 
proven track record; 

Has a full understanding of the operations of the organization and the required 
knowledge to perform the job at an alternative work site; 

Is self-motivated, can work independently; 

Is trustworthy; 

Is able to establish priorities and manage his/her own time. 


Understanding teleworking agreement 


+ 


Must be able to measure the employee's performance {loss of output / increase 
in productivity): 

Telework arrangements are voluntary and can be terminated by either party; 
Employees who are teleworking continue to be subject to the applicable 
collective agreement and the terms and conditions of employment; 


» Tips on home office ergonomics: 

> I have set up my home office using the principles explained in the 
Ergonomics at work gui ide 

> My chair is adjustable and fits my ergonomic needs 

> I make efforts to work in a neutral and supportive position with proper 
-o 

» To minimize strain, | perform regular stretching exercise throughout the 
day 


Telework not a substitute for child or elder care 


Teleworking is not intended to be combined with the full-time care of young children or 
elders. If extended periods of time are required for care of family members, a reduced 
work schedule should be considered. VVhile telework does not replace child care, it 


reduces commuting time, thereby allowing more freedom to co-ordinate family activities. 


CBSA - Released u ie pe n Åct 
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Frorn: Burke, julie 

Sent: November 29, 2018 04:41 PM 

To: Gualtieri, Francesca; Fodor, Dana; Mullin-Baker, Patricia 
Subject: FW: DRAFT - Telework at the CBSA.pptx 

Attachments: DRAFT - Telework at the CBSA.pptx 


Director, Workplace issues Management 
Canada Border Services Agency / Government of Canada 


sa-asic.ge.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 566-235-3437 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie. Burke@chsa-asfc.ac.ca / Tél.: 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: October 31, 2018 3:35 PM 

To: Burke, Julie <Julie.Burke Øcbsa-asfr.gc.ca> 
Subject: DRAFT - Telework at the CBSA.pptx 


CBSA - Released under the Access to Information Act 
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Canada Border Agence des services 
Services Agency frontaliers du Canada 


Te 


Executive Committee 


Workplace Management, Wellness and 
Compensation Directorate 


TERRA AAA II DD ASKO ST Re ROCCO — 


PROTECTION « SERVICE « - INTEGRI NY 


peter b while continuing aad contribute to the ^ a m 
Or ro Jan IZ 


y lee € han rk —— S 
alte alles s Incations, thereby D a 
sen their professional oblig jations e and personal 


ational goals 


Enhanced Fon seus f [rated voi oven and å more satisfying work 
environment; 


A competitive edge for attracting and retaining highly-skilled public servants; and 


Increased employee satisfaction and work/life balance resulting from greater flexibility in the 
workplace. 


E . PROTECTION: SERVICE » INTEGR Hm... 


* Prior to approving requests from employee 


s to telework, delegated 
managers shall determine if a telework arrangement is feasible by 
considering the following factors: 


— itis operationally feasible for the employee to perform his or her work at the 
telework — 


* 


SERVICE: INTEGRITY 


| | PROTECTION - 


erms and Conditions 


* The delegated manager has the discretion to determine the 
1 aximum | number of days per week the employee will be 


tate of Readiness 


LBSA - Released under the Access to Information. 
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Unfortunately, the CAS does not track telework. Let me know if you would like the regions to manually validate the number of 


current/active telework 


| Area of | Region 


| T En 
s ident's Office 


[CARM - 


Comptrollershi ip ü 


Programs 


Cor porate Affairs 


| Operations | Atlantic 


| Quebec 


|NHQ 


Francesca Gualtieri 


cases for this purpose. 


| Claudette Blair 


E P jerre r Lessard 


i ar Bi rembles 
Phil i Lightfoot 


Genevieve > Binet 


Gino Lechasseur 


Franco Germano 


LEARN 


Robert Mundie 


Erika-Kirsten Easton 
| Natasha Alimoh amed 
Berdi Gerikyan — 
Chris Lorenz | 

| Patrick Lefort 

| Shawn Hoag 

| Lisa Janes | 

| Rick Comerford | 

| Nina Patel 

Roslyn MacVi icar 


Talal Dakalbab_ 


| Paul Porrior 


Andrew LeFrank 
(isa lanes 


Senior Advisor, Labour Relations Program, Human Resources Branch 


Canada Border Services Agency / 


Government of Canada 


francesca, gualtieritcbsa-astc.gc.ca / NEW Tel: 613-946-4288 


Conseillere principale, Programme des relations de travail, Direction générale des ressources humaines 


2 


ee Gualtieri, Francesca «Fran: 


Subject: FW: AWA 


Julie. 


adde ini xs s mend iers eu TM ud / Gouvernement du Canada 
LUVEALU Tél : 613-946-4288 


From: Burke, Julie 
Sent: June 28, 2018 11:08 AM 


To: Gualtieri, Francesca «Frar 
Cc: Mullin-Baker, Patricia «P: 
Subiect: RE: AWA 


Regions as well 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
ulie, Burke @cbsa-asfc.gc.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


på 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie.Burke @ cacca / Tél. : 613-948-9840 Fo x:613-948-9838 / ATS : 866-335-3237 


^cbsa-asfc. 


From: Gualtieri, Francesca 
Sent: June 28, 2018 10: 32 AM 
To: Burke, Julie <juli 
Cc: Mullin-Baker, Patricia <Patr 
Subject: RE: AWA 


Do you only need this information for NHO or for all regions? 


Thanks, 
Francesca 


From: Burke, Julie 
Sent: June 28, 2018 10:44 AM 
To: Bergeron, Anne Renée <AnneRenee.Be 


ca»; Regimbald, Linda «Lir 


Can we get these stats? 


Director, Workplace Issues Man ngem ent 
Canada Border Services Âge di / Government of Canada 
/ Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 


CBSA - Released under the Access to Information Ac 
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Agence des services s front ntalie rs du Canada / Gouvernement du Canada 


Julie. Burke Øchsa-as ' Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Thibodeau, MarcR (HRB-HQ) 
Sent: June 28, e 10:30 AM 


Cc: Allard, aan pente jam. 
Subject: AWA 


Tute: M 


Marc Thibodeau 

Director General 

Labour Relations and Coi mpensat on Directorate, Human Resources Branch 
Canada Border Services Age egen ment of Canada 

Telephone 613-948-9861 / Fax 613-948-9838 / TTY: 866-335-3237 

MarcR.Thibodeau(9cbsa-asfc.gc.ca 


Directeur général 

Direction des relations de travail et de la rémunération, Direction générale des ressources humaines 
Agence des services ando 's du Canada / Gouvernement du Canada 

1 Fe bo 613-948-98 ii oie 51 13- 948-9838 / ATS : 866-335-3237 

MarcR.Th ibodeau@cbsa- -asfc.gc.ca 


de la loi sur l'Accés à l'information. 


Burke, Julie 


From: Burke, Julie 

Sent: January 7, 2019 02:21 PM 
To: Thibodeau, MarcR (HRB-HQ) 
Subject: Re: Telework 


Ok 


Sent from my BlackBerry 10 smartphone on the Bell network. 
Original Message 

From: Thibodeau, MarcR (HRB-HQ) 

Sent: Monday, January 7, 2019 2:17 PM 

To: Burke, Julie 

Subject: Telework 


Due to echr in feb 


Sent from my iPhone 


CBSA - Released u iiec E n Act 
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From: Allard, Myriam 

Sent: January 22, 2019 10:38 AM 
To: Burke, Julie 

Cc: Thibodeau, MarcR (HRB-HQ) 
Subject: FW: Telework Presentation 


Where are we at with this? 


From: Sinon, Hubert 

To: a: Allard ) Myriam 

Subiect: Telework Presentation 
Salut Myriam — As-tu eu entendu qqc de ton côté par rapport à la présentation de Marc/Jacqueline a ECHR le 14 février 
sur telework? Si c'est bel et bien le cas, j'imagine que Marc vaudra amener le tout à ECHR au préalable. 

Hubert Saindon 

Acting Director, Branch Planning and Integration Management Division 

Human So den Branch. iG anada quod alae i aid 


Directeur rer Talenin , Divisi 
Direction sé ‘nérale des ressources hum maines / we nee das services s frontafiers du Canada 


Hubert. Saindon@ebsa-aste.ve.c ser Tel: 613-948-1277 


CBSA - Released under the Access to Information Act 
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From: Fodor, Dana 

Sent: January 28, 2019 09:42 AM 

To: Burke, Julie 

Subject: RE: Telework Policy consultation 

Attachments: CBSA_Draft telework policy - Jan 2019.docx; All appendixes_Telework agreement(Jan 
2019).doc 


Hi dulle, 


* 


Attached vou will find the documents I prepared for the meeting. In fact, it is the same package that I gave you at the 


meeting we had back in Decemoer. 


Please let me know if anything is needed. 


CY icai wg 
O2 Y TE EO II PEOR 
Pare VOLL 


Dana 


-----Original Appointment----- 
From: Burke, Julie 

Sent: January 21, 2019 3:57 PM 
To: Burke, Julie; Binet, Geneviève; Tremblay, Daniel; Fodor, Dana; Gualtieri, Francesca 


Where: 100 Metcalfe 18th floor 


Please advise if you are bringing someone from your team with you. 
Draft Policy to follow 


à l'information 


Burke, Julie 


From: Fodor, Dana 

Sent: January 28, 2019 09:42 AM 

To: Burke, Julie 

Subject: RE: Telework Policy consultation 

Attachments: CBSA Draft telework policy - Jan 2019.docx; All appendixes Telework agreement(Jan 
2019).doc 


Hi Julie, 


Attached you will find the documents I prepared for the meeting. In fact, it is the same package that | gave you at the 
meeting we had back in December. 


+ 


Please let me know if anything is needed. 


Thank you, 


Original Appointment----- 

From: Burke, Julie 

Sent: January 21, 2019 3:57 PM 

To: Burke, Julie; Binet, Genevieve; Tremblay, Daniel; Fodor, Dana; Gualtieri, Francesca 
Subject: Telework Policy consultation 

When: January 28, 2019 01:30 PM-02:30 PM (UTC-05:00) Eastern Time (US & Canada). 
Where: 100 Metcalfe 18th floor 


Please advise if you are bringing someone from your team with you. 
Draft Policy to follow 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'informæi 
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APPENDIX A — Statement of Estimated Costs and Savings 72 


APPENDIX B - Use of material off government premises agreement .................. — TS 


Å. HOME OFFICE Health and Safety .......... eese eee eee eerie L 
APPENDIX D — Telework Security Acceptable Use Poliey ................................48 
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Part B: Operational questions and answers for managers ........... —— LS 


Part C: Questions and answers on costs, taxes, sufetv, health and security 000.00. 17 


l'information. 


Burke, Julie MN 


From: Burke, Julie 

Sent: December 31, 2018 12:33 PM 

To: Thibodeau, MarcR (HRB-HQ) 
Subject: Re: AWA Information: Compressed 


Will do 


Sent from my BlackBerry 10 smartphone on the Bell network. 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: Monday, December 31, 2018 12:29 PM 
To: Burke, Julie 

Subject: FW: AWA Information: Compressed 


We should update the table below 


From: Burke, Julie 

Sent: July 5, 2018 3:00 PM 

To: Thibodeau, MarcR (HRB-HQ) «Marc.Thibodeau2 @cbsa-asfc.gc.ca> 
Cc: Allard, Myriam <Myriam.Allard@cbsa-asfc.gc.ca> 

Subject: FW: AWA Information: Compressed 


As requested here are the numbers of employees working. compressed. Telework is not tracked through any 
system. Would you like us to make the request to all DGs? 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
Julie. Burke Øcbsa-asfc.gc.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie. Burke Qcbsa-asfc.gc.ca / Tél.: 613-948-9840 Fax : 613-948-9838 / ATS: -335-3237 


From: Gualtieri, Francesca 

Sent: July 5, 2018 2:48 PM 

To: Burke, Julie <Julie. Burke G? cbsa-asfc.ec.ca» 
Subject: AWA Information: Compressed 


Hello Julie, 
As per CAS there are 2,407 full time employees on compressed shift and 56 employees on other types of compressed schedules. 


If aequos please refer to the attached spreadsheet which provides additional compressed related information (i.e. employee 
naines. etc.) 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


CBSA Telework Agreement 


The purpose of the telework agreement is to provide a written record of the telework 
arrangement between the delegated manager and the employee. The telework agreement 
describes the terms and conditions of the telework arrangement, including any security 
measures that will be taken. 


Ensure that you review the telework agreement carefully so that you are able to agree and 
abide by the rules and guidelines contained therein. This agreement must be read in 
conjunction with the CBSA Telework Policy. 


Telework is voluntary and not an employee right. A telework arrangement can be 
terminated at any time, with reasonable notice by either party. 


Please indicate if you are completing the agreement for a regular full-time or part-time 
telework arrangement: 


I am completing the agreement for: 


Regular (Full-time) | Regular (Part-time) 
Telework Telework 


E 


| If completing for regular de DAS a. quc arid 
| subatese plett, | time telework, complete and 

| complete and attach all attach all appendices 
appendices 


Dad 


CBSA - Released under the Access to Information Act 
loi sur l'Accés à l'informati 


l 
ASFC - Divulgation en vertu de la loi sur l'Accè 


Canada Border Agence des Services 
Services Agency — frontaliers du Canada 


Pre-Requirements for Teleworkers 


Subject to management approval and when operational requirements permit, the 
telework option is available to employees who: 


[] have completed the period of formal and/or on the job training required to be fully 
functional with limited supervision; 


C demonstrate a high degree of self-discipline and the strong work habits required to 
ensure operational requirements and effectiveness are not compromised; 


[] have demonstrated consistent performance, both qualitative and quantitative, that 
meet the performance expectations as set out in the employee's expectation 
agreements, or, based on delegated managerial discretion; 


1 consistently demonstrate, with minimal supervision and direction, appropriate 
emphasis and focus on Section, Directorate and Branch goals and priorities as 
agreed and set in the employee's expectation agreements; 


a take the necessary steps to ensure that the level of service provided to clients 
remains high and is not materially affected by the telework arrangement, and 


5 proactively take the necessary steps to make and facilitate the necessary 
arrangements with the respective delegated manager to ensure adherence with all 
the requirements below and who demonstrates the flexibility and cooperativeness 


required by a telework agreement. 


Employee Self-Assessment 


l'information 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


À successful teleworker is one who enters the telework situation with realistic 
expectations — one who has honestly evaluated what he or she can reasonably expect 
from the telework experience. The below is designed to assist you in assessing whether 
telework is right for you. 


It is important to note that telework is a choice, and not an entitlement, nor an obligation. 


All telework requests are assessed on å case-by-case basis. 


eat 


P 


Are my tasks easily adaptable to telework? 
Can I store, process and transmit information in a safe and secure manner? 
Do I have measurable performance indicators to assess the productivity of 


my work? 


Does having the work done at the telework place make sense from the 
point of view of the overall operations? 


Will service to the public be negatively impacted by my telework 
arrangement? 


How will I handle urgent requests on short notice? 


How will communication with my co-workers be affected, and how will 


my telework arrangement affect my co-workers and their workload? 


How will I continue to maintain effective interpersonal relationships and 
build relationships with new co-workers? 


Am I self-motivated and do I have the ability to establish priorities and 


manage my own time? 
Can I work at home with minimal disruptions? 


Will I be negatively or positively impacted by working alone on a regular 
basis? 


CBSA - Released under the Access to Inf: 
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TELEWORK AGREEMENT 


A. Teleworking employee: 
Name: Group / Level: 
Job Title: 
Division/District: 
Branch / Region: 


PRI: Responsibilitv Center 


B. Work Location: 
Designated Workplace: 


Telephone Number at telework place: 


Alternate Number in case of Emergency: 
C. Hours of Work: 


Delegated manager: 
Name: 


Job Title: 


This Telework Agreement ("the Agreement") 1s between the Canada Border Services 
Agency (“CBSA”) represented by (the Manager). and 
~ (the employee). 


1. This Agreement does not supersede relevant legislation, collective agreements, 


policies and guidelines of the CBSA and Treasury Board of Canada Secretariat, 
which govern this Agreement. 


2. The employee and the delegated manager have agreed that the employee will 
work in a telework arrangement to perform the duties of | 
at the telework place (described above). 


3. This Agreement will be for the period commencing. and ending 


Lø? 


CBSA - Released ul a. Mud mation Act 
ASFC - Divul Wacom vertu de labi ur l'Accès å l'information 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


subject to paragraphs 26, 29, 30 and 31 of this Agreement. 


Ihe employee will work at the telework place days per week on the following 
days: | — |. The employee will work at the Telework place — 9o 
of the employee's total work time. The employee's telework hours will be in 
accordance with his/her pre-approved work schedule. To ensure sufficient 
resources are available at the designated workplace in order to meet operational 
requirements, changes will be kept at a minimum and will be pre-approved by the 
delegated manager. 


5. Any overtime work is to be authorized in advance and in writing by the delegated 
manager. 


6. When required by the delegated manager and with reasonable notice, the 
employee will return to the designated workplace at their own expense to work on 
urgent/operational priorities. 


7. In instances of telework, the employee will return all case files to the designated 
workplace, following termination of the telework agreement or completion of the 
work, whichever is shortest. The delegated manager must pre-approve all files 
removed from the workplace for cases of episodic telework. 


8. The delegated manager and the employee will meet regularly (frequency to be 
determined by the delegated manager) to review the work of the employee and to 
review priorities to ensure that the quality and quantity of the work carried out by 
the teleworker is sustained. 


9. During scheduled hours of work at the telework place, the employee will be 
accessible (by phone and e-mail) to clients, colleagues and management in order 


to provide the same level of service as provided at the designated workplace. 


10. Any meeting in person with clients will take place at the designated workplace or 
at the client's workplace (not the telework place). All applicable correspondence, 
(mail) will be retrieved by the employee at the designated workplace, as required. 


11. The employee will observe all applicable CBSA policies, procedures and 
guidelines. 


Telework place and material 


12. The employee declares that his or her telework place is a suitable working 
environment, conforms to municipal zoning regulations and is adequately insured. 
The employee will notify the delegated manager in the event of a move and if any 
of these requirements is no longer being met. 


14. 


Cu 


19. 


The delegated manager will determine the CBSA material and services to 1 


. When required, the employee agrees to allow, with reasonable notice, a CBSA 


. The teleworker will use only the CBSA standard secure remote access (SRA) 


. At the termination of this Agreement (unless it is renewed), the employee is to 
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The employee is responsible for any overhead, mantenance and other incidental 
“costs associated with the use of the telework place, i.e. insurance, heat, hydro, etc. 
Any office furniture is to be provided by the iti edi i.e. desk, chair, computer 
table, etc., unless otherwise specified in Appendix A or B of this Agreement. 


e provided 
to the emplovee for work-related purposes at the telework place. The equipment and 
electronic network requirements shall be decided upon on a case-by-case basis and an 
agreement reached between the delegated manager and emplovee prior to undertaking 
the telework situation. The material provided is described in the Use of Material CAF 
Government Premises Agreement and the Employee Use of Material Card, duly 
signed and appended to this Agreement (as Appendix B). Theemployeeis —— 
responsible for arranging IT technical support for the installation, maintenance, repair 
and recovery of the material provided by the employer. Where equipment is not 
functioning, the employee will report to the designated workplace. Discretion may be 
exercised by the employer. 


represi entative ident tiled by the delegated manager access lo the telework place. in 
GC equipment « or any other mate 4ded. OR 


FERE | SF Rd i 
IRIN PLOYEE TO BRING 


TEE Å et 


wi: 


a Ay i 
APTOS 


workstation and the standards and rules for SRA must be followed. The teleworker 
is required to connect to the network periodically or bring the workstation into the 
office on a regular basis to ensure security patches and r xlatforin/ software upgrades 
are applied. 


return to the CBSA, all material provided to him or her. 


The employee agrees to review and comply with CBSA policies and procedures | 
regarding the personal use of material including the limited personal use of CBSA | 
electronic networks (Electronic Networks Policy Guidelines) and to take all 
reasonable care to protect and safeguard the Agency's assets and information being 
used at the telework place. 


The employee agrees not to hold the CBSA or any of its employees either 
vicariously or personally liable for any damages to the employee's personal or real 
property that occurs during. or is caused by, the employee performance of his or her 
duties at the telework place. 
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Health and Safety 


20. The delegated manager and the employee have been provided with in formation on 
how to estab bli: ish a healthy and safe work environment. The occupational health and 
safety CONS) of the employee will not be jeopardized as a result of the telework 
arrangeme nt. It is ee that the manager and employee take the following 
m andatory OHS tramin 


e "onis tese Health and Safety in the Workplace (3001 

e Occ rid ational Health and Safety for Managers and Supervisors (H3034-N) — 
Online 

# Occupa sation al Health and S 
in Class 

e Violence Prevention in the Wor kp yace ( I 1705] } Online 


' Managers and Supervisors (H3035-N 


21. The employee will wee jy with the Canada Labour Code, Part IE the National Joint 
Council - OHS Di rective and all CBSA policies pertaining to OHS 


“y P5 Rer ME 


Mie gh 
Ii NI 


identified b by vie de et en nanager. access to he telework "n we annu: ally t » ensure 
that the telework place meets all OHS requirements. TO BE REMOVED 


bud 
had 


. The employee will immediately notify the delegated manager if the requirements 
described in paragraphs 20 and 21 are no longer being met or if the employer and or 


employee suspects it is no longer being met. 


Security 


ensure M" aar al is sec oil r ca uir rements s at the cien Or ik erii are comp plied: wW with 1. 


. The employee agrees to allow. with reasonable notice Gf required). a CBSA 
representative k identified by ihe de legated manager access to the telework place to 


ensure that the telework t 1 ace meets any security 1 regu irements. TO RE REM 


26. The employee agrees to review and comply with CBSA security policies, standards and 
procedures and to take all reasonable care to protect sensitive government information and 
assets at the telework place against unauthorized disclosure, loss, theft, fire, destruction, 
damage or modification. 


27. The employee will immediately notify the delegated manager of any breach of 
security involving CBSA information and/or assets. 
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Review and modification of the Agreement 


28. The delegated manager and the employee shall review the telework arrangement 

together at least once every 12 months for conformity to this Agreement and to review 
its feasibility, both in respect of CBSA operations and the Treasury Board Telework 
Policy. A review may occur more frequently, at either the employer or employee's 


request. 


29. This Agreement may be altered by mutual agreement between the delegated manager 
and the employee. The delegated manager may also at his or her discretion alter the 
Agreement without notice due to urgent operational requirements. 


30. The Telework Agreement may be terminated by the employee in writing with 
reasonable notice to the employer to arrange for accommodation in the workplace 
(e.g. 2 weeks). The employer may terminate this telework agreement at any time and 
without advance notice to the employee. 


31. This Agreement terminates automatically at its end date or earlier, when: 

a) the employee’s duties or responsibilities change, e.g. due to a promotion, 
transfer, developmental assignment, reorganization, etc.; 

b) theemployee fails to fully meet job performance expectations: 

€) the employee fails to adhere to this Telework Agreement or to CBSA 
policies, rules and procedures; 

d) there is a breach in security: or 

e) the employee’s employment with the CBSA terminates; 

f) operational requirements necessitate the employee return to the workplace. 


Employee’s signature Date 


Delegated Manager’s signature Date 


Note: Once the Telework Agreement has been duly signed, the delegated manager appends a 
copy of the following documents to this Agreement: 
Appendix À ~ Statement of Estimated Costs and Savings 
Appendix B — Record of material provided: | 
e Use of Material Off Government Premises Agreement and the 
e List of Material 
Appendix C — Health and Safety Inspection 
Appendix D — Telework Security Acceptable Use Policy 


The delegated manager shall keep a copy of these documents and provide a copy to the 
employee. 
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Note: 


Employees who work more than 50% of the time at home, as determined in Clause 4 of their 
signed Telework Agreement, may be able to deduct certain work-space-in-the-home expenses 
when completing their tax return. To determine if they are eligible to make a deduction, the 
employee should review the following: 


o Clause 4 of their Telework Agreement to determine if they meet the "more than 50%" 
requirement; and 

o the conditions specified in Form T2200, Declaration of Conditions of Employ 
Guide T4044, Employment Expenses. 


Tf eligible and wish to make a deduction, teleworkers should provide Form 12200 to their 
manager, who will complete it based on the information in Clause 4 of the employee's 
Telework Agreement. 


Employees who Telework (have a signed Telework Agreement) can request that their manager 
complete Form 12200, Declaration of Conditions of Employment When completing Form 
T2200, managers must: 
review Clause 4 of the employee's Telework Agreement to determine if the "more than 50%" 
requirement is met; and 


complete all relevant areas of Form 12200. For the question "Did you require this employee 
under à contract of employment to use a portion of his or her home for work?" (question #10, 
2007 version), answer as follows: 


ves if the "more than 50%" requirement is met; or 


SUN 


no if the "more than 50%" requirement is not met 
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Annual Review of the Telework Agreement 


| If telewor k Direc tor | E, nployee 
continues, does | Signature and | Signature and 
the agreement | Date Date .— 

| require | 

| amendments? | 


Date of annual 
review 


| Is telework still 
| feasible? 


LL 


å l'information 
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APPENDIX A — Statement of Estimated Costs and Savings 


1) Costs and Savings during the period of the Telework Agreement 


| ESTIMATED 
ONGOING 
COSTS 


| MATERIAL and SERVICES 
| (including installation costs) 


SET-UP 
| COSTS 


Telecommunications (ie: 
SRA) 


Filing cabinet 


Other Supplies and Services 
(1e: secure briefcase) 


(e.g. floor space, from desk sharing, material savings, etc.) 
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APPENDIX B - Use of material off government premises agreement 


Delegated manager Employee 


Division or District 


Telephone No. 


Destination of Material (address) and Period of Use Off Government Premises 


Address : 


From To 


I hereby confirm that I have received the material listed herein. I understand and agree to 
the terms and conditions as outlined in the policies from which this agreement is derived 
and as stated below: 


1. The material is received in good condition and will be maintained and returned in the 
same state, allowing for reasonable wear and tear. The CBSA reserves the right to inspect 
the material and view its condition upon request. 


2. The loan of the material is for the period indicated herein. Extensions must be 
authorized in advance of the due date of return. 


3. Reasonable precautions to safeguard and protect the material will be afforded at the 
destination location named herein. 


4. In the event that the material is lost, stolen or damaged, the teleworking employee will 
immediately notify the delegated manager and/or the local Security Officer or 
Headquarters Security Directorate. 
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| 
| 
5. Upon termination of employment (or periods of extended leave) with the CBSA, or at | 
the end of this telework arrangement, material will be returned to the delegated manager 
gior to the last official workin g day, Or any date agreed to by the employ er and employee 
before the last day. 
| 
| 
| 
| 
| 


6. All software used with computer assets will be authorized and properly licensed; 
software will not be copied nor used for any other use, other than Agency purposes; and 
electronic media used with these assets will be scanned for viruses before retrieval or 
installation. Security software packages patches. updates etc., required by the CBSA, will 
be installed to protect sensitive information where necessary. 


Description Inventory | Make or Model | Serial No. 
No. No. 


Approved / Name and signature of Delegated manager Date 


Return of goods acknowledged by Management Date 
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APPENDIX C — Health and Safety Inspection 


A home office should meet the same health and safety standards as those at the regular 
workplace. This checklist is required to ensure that the Telework place is a healthy and safe 
work environment. 


de se 


Please indicate if the following requirements have been met, i.e. “yes”, “no”. 


A. HOME OFFICE Health and Safety 


Home Office Environment 


| The computer furniture, shelves, cabinets and bookcases are 
| sturdy and properly installed (i.e. anchored to wall where 
| Heces sary) : 


on). 


| adjustments (e.g. head and wrists are in a neutral positi 


| Lam aware of how to prevent musculo-skeletal injuries (e.g. take 

| breaks to prevent extended hours of repeated motions or of being 

| in the same body position). The “Guide to Address Ergonomics- 

| Related Hazards with Computer Workstation" can be found at the 
following link: 


] 


ittp//www.hrsdc.gc.ca/eng/labour/publications/health safety/com 


erg 


lighting is properly arranged and appropriate for my work 
(e.g. there are no reflections on, or glare from the computer 
| monitor). 


| I have control over levels of ventilation, temperature, light and 
| sound. 


obstructed halls, walkwavs, stairways or entries and that any 
guardrails are properly installed. Note: OHS PREVIOUSLY 
RECOMMENDED THAT THE RED BE REMOVED. 


en. 
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Shelving and file cabinets are not overloaded and henvist objects 
are e stored from the bottom up. 


Items stored above head level are secure and stable and a step 
ladder Of stool i is available to get to these items. 


Wall and seiling g fixtures are fastened securely. 


Elec I ical Safety 


| Any extension cords are in — on and sold 
pr opery: 


| Outlet covers are T andr not in €— of Tepair. 
| There is surge protection for aiéctrical equipment. 


| There i is sutücient ventilation for [ electrical equipment. 


aire Protection 


| There isa en delector i in close proximity to my work 
station. I will regularly check to ensure it is in proper working 
| condition. 


| Paper materials and any combustibles are stored safely away 
| from all heat sources. 


| I have complied with prescribed standards sélatina t to fire safety |] | 
| and emergency measures. | 
Em ergency Procedures 
An evacuation plan has been established. 


T le first aid as are und and easily nee 


| Emergency contact numbers are posted near the telephone. 


| À periodic office contact schedule has been established. 
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h I am aware > that l must ———— report any accident or 
| injury to my delegated manager. 


f acc dentale ex posure e, 


| Any other health and safety hazar ds have been addressed 
(please specify below). 


| Comments; 


28. | By signing below, I attest that all of the proceeding information 
| is correct to the best of my knowledge. 


———————————————————————————————————————————————ÀM— ENDEN 


Note: Additional information on occupational health and safety may be found on Atlas at: 
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APPENDIX D — Telework Security Acceptable Use Policy 
Telework Security ACCEPTABLE USE POLICY 


FOR THE PROTECTION OF SENSITIVE INFORMATION AND ASSETS OUTSIDE 
THE WORKPLACE 


Employees who are required to handle (e.g., access, process, transport) designated 
"Protected" and "Protected — Particularly Sensitive" information (referred to hereafter as 
sensitive information) and assets outside of Canada Border Services Agency (CBSA) 
premises for the purpose of performing work-related activities are subject to comply with the 
established agency operational and security policies, standards and guidelines, and the 
security requirements contained in this Acceptable Use Policy (AUP). 


Working outside of CBSA premises includes official teleworking agreements, telecommuting 
services (e.g., hotelling, working at residences, being on travel status, job specific functions 


such as Auditors, Collectors, mobile Customs Officers) which may require access to Agency 
services allow for the manipulation of sensitive information either in paper form or by 
utilizing Agency Information Systems for processing, storing and transmitting sensitive 
information as if working on CBSA premises. 

As an authorized user of the Telecommuting (Teleworking) services I am responsible for: 


* Using only approved devices (ie: computer) that have been provided by the CBSA for 
accessing, processing, storing or transmitting sensitive information. 
Using only CBSA approved software and respecting all licensing agreements. 
Accessing sensitive information and CBSA Systems for the sole purpose of performing 
assigned, work-related activities. | 

+ Never attempting to bypass CBSA security mechanisms. 


Systems or view sensitive information. 

e Taking extra precautions when accessing, processing, storing or transmitting sensitive 
information in a public/private place to avoid shoulder surfing or eavesdropping. 

e Using caution and care to ensure information communicated via electronic mail (e-mail) 
is forwarded to the intended recipients, and that all sensitive information is encrypted 
under approved agency algorithms before it is transmitted (for more information, please 
refer to Electronic Networks Policy Guidelines link provided: I 


e Ensuring changes to the configuration of the device are made by designated agency 
information technology (IT) support staff, or under the direct instruction of designated 
agency IT staff. 

+ Never installing, modifying or altering the configuration of hardware or software without 
authorization. - 

e Ensuring the device is equipped with CBSA approved logical access controls, encryption 
and a current anti-virus product. 
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+ Encrypting any protected information residing on hard drives or removable media using 
approved CBSA encryption software. 

e Obtaining a unique user identification (ID) code and complying with the rules and 
regulations associated with the use of the UserID. 

e Understanding that I am accountable for all accesses and transactions made with the use 
of my UserID. 

ə Complete a Privileged User Risk Management (PURM) form if I require Administrative 
Rights over the device (contact your local IT help desk for more information, if required). 

+ Ensuring my password is in accordance with CBSA standards: 

e 6 alphanumeric characters, 

e Not easily guessable, 

e Changed at least every six 
compromised, and 

+ Never revealed or shared with anyone. 

e Understanding that CBSA systems and information resources are subject to monitoring. 
Participating in a semi-annual security audit and inspection of the device. 

e Activating the screen-save feature with password protection when I leave active 
session(s) unattended for short periods of time. 

e Terminating all active sessions and logging-off the Agency Information Systems when I 
am finished performing work-related activities or when leaving for extended periods of 
time. 

e Ensuring that I supervise all authorized maintenance and support by non-CBSA personnel 
needing access to equipment, software or to areas storing sensitive information. 

e Reporting any actual or suspected loss, unauthorized disclosure of sensitive information 
or Agency Information Systems immediately to Security and Professional Standards 
Director ate rougna t the eye ek S al egated boc au in accordance with the CBSA 


months or immediately if it is suspected they have been 


Incidents, | 

e Maintaining regular backup of my critical and essential files, and retaining them at a 
separate location as needed. 

+ Ensuring any sensitive information written to removable media, such as diskettes, hard 
disks, tapes, CDs, etc., is encrypted by the installed secured configuration. If this is not 
possible, it is to be encrypted under approved agency algorithms and stored in a lockable 
cabinet when not being used. When encryption is not possible the media is to be stored in 
approved containers secured with a padlock or combination lock. 

Ensuring physical access to sensitive information and assets are controlled at all times by: 

e Storing sensitive information, laptops and notebooks in approved briefcases or 

containers when not in use: 
e Protecting computer systems, laptops and notebooks as I would any other valuable 
asset. 

e Ensuring sensitive information and assets in-transit are protected in accordance with the 
CBSA Comptrollership Manual, Security Volume. 

+ Ensuring sensitive information and media are handled (i.e. marked, stored, destroyed, 
erased and communicated) in accordance with established agency security policies, 
standards and guidelines. 
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+ Retraining from smoking, eating, and drinking while around Agency Information 
Systems as this can lead to equipment failures, data corruption, etc. 


As a user of the Telecommuting (Teleworking) services, I take full responsibility for my 
actions and understand that any violation of the spirit or intent of these security requirements, 
agency operational and security policies, standards, and guidelines can lead to revocation of 
this privilege, disciplinary action up to and including dismissal, and possible criminal 
prosecution. 


I understand the use of CBSA IT systems and information resources are subject to 
monitoring, and by using these IT systems and information resources to perform only 
assigned work-related activities, that I consent to such monitoring. 


= EMPLOYEE NAME | = EMPLOYEE SIGNATURE |^.  — DATE 
(please print) (dd-mm- 
yy) 


The above-mentioned employee is hereby granted access to use the Telecommuting (Teleworking) 
services. 


DELEGATED MANAGER NAME DELEGATED MANAGER SIGNATURE 
DATE 


(please print) (dd-mm-yy) 


ra 
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processed/stored at a classification 


T. RES checklist i is oniy. | appr FODF iate for information being 


Purpose 


The purpose of the CBSA Information Technology (IT) Security/Information Security 
Checklist is to assess the Information Technology environment/procedures used by 
Teleworkers. 


Facility Under Review Contact Information | 
(provide complete address of facility under (provide names. titles & phone numbers of 
review) individuals completing questionnaire) — 


.] No 


|l. Will the maximum level of information being processed at the [| | Yes 


above noted location be no greater than Protected B? | 


Does the Teleworker have a certified computer system using the 
current Secure Remote Access Platform certified by 
CRA/CBSA? 


| Is the telework environment only accessed by individuals with a 
| need-to-know? 


4. | Are authorized procedures currently in place to obtain forgotten 
or locked out passwords for both the CRA/CBSA platform and 
PKI certificates? 
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A [| No 
(if yes, please 
identify) 


If the telework platform is connected via a dial up connection or 
DSL, are there procedures in place to ensure platform upgrades 
(i.e. security patches, anti-virus updates, etc.) and that these are 
adequately performed? 


Yes  []No 
Gr NQ, employee 
needs to read the 
policy on use of 
these) 


Are users prevented from saving CBSA information to 
remo vab ] c sto ragc devices, such as floppi es, CD-ROM's U SB 
drives or external hard drives? 


All information saved to any type of media such as paper, CD 
| Disk, floppy diskette, or thumb drive must be secured in an | Yes 
| approved lockable container or safe. 


| Computers are locked out and information secured when not in 
| use or when the employee leaves their workstation. 


| Gy yes, s | 
| | identify) 


Is the telework platform for this client setup with a standard 
locked down build? 


|. 10. | Are there support mechanisms/arrangements/procedures in place | | ] Yes No 
for the telework equipment? 


| 11. | Is there an explicit log of files (to be kept current) which are LJ Yes No | 
| | transported between the office environment and the telework | 
| | environment (in case a security incident report must be 

| | generated)? 


bh 
bo 
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| The maximum classification of | Minimum Physical Security for Telework from a 
documentation, information or assets Private Residence 
eligible for telework is Protected B. 
e The room where the telework is to take place 
The delegated manager authorizing the — must have a door that can be locked. 
| telework environment for an employee | e The employee must ensure that no 
| is responsible to ensure the security of — information is available to family members. 
_CBSA assets and information in that | .* Equipment provided for telework is not to be 
environment. The telework environment | used for any other purpose, nor to be used by 
is to first be reviewed by the delegated anyone other than the employee. 
manager responsible, using this | | e Laptops must be secured in the file cabinet 
document as a guide to the security | when not in use. 
requirements. If they have concerns, |. 
| they may elect to request a review of the | 
| security profile of the residence or other 
| location where the telework is being 
| allowed. 


i 


In a home telework situation where the 
employee is provided with a desktop CPU, 
the employee must ensure that nothing is 
saved to the hard drive, that the unit is logged 
off and shut down when not in use, and that 
records of User ID and Password are secured 
within the approved cabinet. 

* By signing the telework agreement, the 
employee must be aware of and must allow 
periodic visits by the delegated manager, or 
CBSA Security to verify compliance with 
security requirements. 

e The employee is responsible for ensuring the 
secure transfer of files and information to 
their office environment for permanent 
storage on a regular basis. Files should not be 
retained at a telework location in any 
quantity. Only those active files actual in use 
should be present at a telework location. 

e The delegated manager approving the 

telework and the employee working from 

home must maintain a log of files removed 
from the office and brought into the telework 
environment. This log will be used to 
determine critical risk in the event of loss, 
and facilitate rebuilding or recovery of the 
lost assets. 
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Standard 
| Private home 


The intent of this questionnaire is to record an accurate 
| | picture of the telework environment. Literary description | 
and photographs may be used to identify the security 
| zones and features within the telework environment and 

| surrounding area. 


Exterior doors MUST have the following security 
| hardware: 


Q 


Locking latch set 


Auxiliary dead bolt 


Interior Spaces 


| 3 t Lockable door on the telework ro room 
The room used for telework must be equipped withan 

_ Agency provided, Security approved file cabinet. The 

| cabinet must placed away from windows. 


All windows are secured. ( This securing device may be a 
solid locking device approved by local security, or a drop 
bar that fits snugly between the sliding pane and a fixed 
_| window jamb.) 
| CPU display screens are positioned such that it cannot be 
| viewed from an exterior location or by family members 
| within the home when in use. 


btw noe aco pi ao aaa 


Vill the location of telework services be w ithin a 
designated area within the home? 
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DRE ES SCC CE CE EE LOG CAC A A CE A — —— 


| facilities where 


| current security 
| devices) 


(Describe housing and 


telework services will 
be located. Include 


Yes 


| | Yes 


[ ] Yes No 
(If yes, detail other 
| uses) 
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Emergency Procedures and Business Continuity Planning 


(This section is intended in the event alternate arran gements need to be arranged/considered) 


| | A full continuity plan is in place in the event of total loss m | 
2 | of the telework facility? [ ] Yes No 


Policy) are procedures in place to periodically inspect the 
| alternate site? 
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By signing below, I attest that all of the preceding information is correct to the best of my 
knowledge. 


o (Signature) ^» (Date) 
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APPENDIX E - Information on the duty to accommodate 


The duty to accommodate (DTA) is the employer's or service provider's obligation to take 
measures, short of undue hardship, to eliminate disadvantages to employees, prospective 
employees or clients that result from a rule, practice or phy 'sical barrier that has or may have an 
adverse impact on individuals or groups protected under the Canadian Human Rights Act or 
identified as a designated group under the Employment Equity Act. The protected grounds are: 
race, n national € or "ethnic dei bee color, re eligiqn. s age, sex, “haine nr mantal satus, family 
stat 


The law and jurisprudence related to the duty to accommodate employees, notably for 
disabilities creates special employer obligations that go beyond the usual rules or workplace 
policies. Telework is sometimes provided to employees whose functional limitations require this 
as a form of accommodation. 


While normally telework is a voluntary desire expressed by an employee, subject to the 


diseret on Og re ea ins à case "iere ea dunctanal li imitation makes FRE a — 
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management loses its discretion and must implement the telework arrangement. This is so, even 
if it means that the usual telework principle of cost neutrality will not be met. 


When management has concluded that telework should be approved to accommodate an 
employee, the following applies: 

. the employee has a right to be accommodated, and has the responsibility to cooperate in 
the accommodation process (duty of cooperation) 

. most costs associated with accommodation (equipment, transportation of equipment. 
etc.) are borne by the emplover 

. the telework arrangement can be terminated only when the condition for which the 
accommodation was granted has changed or no longer exists, in a way that eliminates the 
telework requirement, or else, if another manner to properly accommodate the employee at the 
workplace is found 

. performance issues while teleworking must be managed using whatever techniques are 
required to assess the work output; discussions must be held with the teleworker to discuss the 
reasons for the issues, as per the performance management program principles (that is managers 
do not have the discretion to terminate the telework arrangement due to performance issues, 
unless continuing with the telework will constitute undue hardship for the employer) 


For all accommodation requests, including in the context of telework, managers should refer to 
the Workplace accommodation guidebook and the Treasury Board of Canada Secretariat (TBS) 
publication "Duty to accommodate: A general process for managers" The Labour Relations unit 
works with the Well-Being unit, which includes the Disability Management Program unit, 
collaboratively to provide advice and collaboratively manage accommodation cases. Labour 
Relations is ultimately management's operational advisor for the handlin g of any contentious 
case, and will also seek Legal Services advice whenever required. Employees are encouraged to 
consult with their union representative if they are dealing with any DTA-related issues. 
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In light of the significant difference in the rules applying to cases of DTA, a special Telework 
Arrangement form has been created to document and manage them. This form can be found on 
the ELF electronic forms system. It is important to distinguish between situations in which 
telework is itself an accommodation requirement and situations that are normal telework 
requests from employees who have separate DTA requirements (such as need for ergonomic 
equipment). The latter type of situations are to be dealt with as normal telework requests, even 
though there are DTA requirements to consider in parallel. 


Also note that the questions and answers section of these guidelines is designed to respond to 
normal telework, that is not to cases where the telework itself is an accommodation. Hence 
some of the information therein does not apply. 


Additional considerations 


It should be noted that management will typically require that the employee produce a medical 
certificate to support any request for telework made on the basis of a functional limitation. In 
addition, under the advice of Human Resources, employees can expect that in some cases 
management may need to seek further clarifications from the employee's physician, or Health 
Canada, or sometimes both. 


Accommodation 1s to be based on functional limitations. Management must balance this against 
operational needs and while telework may be a suggested option, depending on the case, it may 
not be the only option, as other creative options that meet the employee's limitations could be 
found. 


Also in some situations, it may be established that telework in the substantive position would 
constitute undue hardship, in which case accommodation attempts would still have to be 
pursued by considering any other viable options. 


However, once it has been established that telework (whether full-time or part-time) is an 
accommodation that the employer can grant in a particular position, it must be implemented. 


An additional operational impact of dealing with a telework accommodation requirement for 
management may occur when the employee also requires certain ergonomic equipment, due to 
other functional limitations under DTA. In those cases, additional costs may have to be covered 


by the department. For example, whereas normal teleworkers are responsible for the cost of their 


desk and chair at their home telework station, employees with a disability requiring a special 
ergonomic chair or desk will receive the required furniture at no expense to them, as the items 
must be provided by the department as per DTA legislation; these items are to be provided even 
if it means that the general telework principle of cost neutrality cannot be met. In the case ofa 
full-time teleworker with a functional limitation, the cost of having that employee telework 
would roughly equal that of having the employee work in the official workplace, as the same 
equipment would have to be provided regardless of location. However, in cases where the 
employee with a functional limitation has a part-time telework arrangement, it could mean 
additional expenses. In this respect, it should be noted that the Employment Equity Prograr 
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a special accommodation fund available to managers whereby any accommodation tool(s) 


costing over $1,000 may be covered by a central fund. Managers are encouraged to 
communicate with the Workplace Well-Being unit for this purpose when needed. 

In a case of normal part-time telework (that is the telework itself is not an accommodation 
requirement, but rather an employee request) where the worker has special non-portable 
ergonomic equipment at the office due to functional limitations under DTA, if the teleworker 
requests that the department provides a second set of similar equipment for the home, the 
request could be considered as not meeting the cost-neutrality principle and be declined 
depending on circumstances and costs involved. 

Managers can consult with their Labour Relations Advisor as required in with DTA requests. 
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APPENDIX F 


- CBSA telework guidelines questions and answers generally 
applicable to normal telework 


Part A: General questions and answers 


Al. What is telework? 


Telework is an authorized working arrangement in which employees perform all or part of their 
regular work away from the official workplace; the work is usually carried out in the employee's 
home. Telework may be on a full-time, part-time or occasional basis (for example after a short- 


D» * 


term illness or injury or during renovations of the designated workplace). 


A2. Why telework? 


[t serves to meet the needs of a growing, diverse workforce: persons with disabilities (telework 
is one of many options), dual-career families, single parents, etc. It also helps employees meet 
personal needs for flexibility in work scheduling. In cities with pollution and traffic problems, it 
alleviates environmental and commuting concerns. It may also reduce accommodation costs at 
the designated workplace and parking facility requirements. Moreover, recent advances in 

more feasible and 


technology and telecommunications equipment have made telework 
affordable. 


A3. Part of an employee's duties is to go out and meet with clients at their workplace. Is 
this teleworking and would the Treasury Board Travel Directive apply? 


No, a client's workplace is not considered a telework place. If an employee were required to 
report to a location away from their telework place or his/her designated workplace to perform 
some work, the Treasury Board Travel Directive would apply. 


A4. Can anvone telework? 


Experience has shown that while most teleworkers require a period of adjustment, those 
employees who are self-motivated and wish to have the flexibility that telework provides tend to 
experience few difficulties. Any employee may be eligible to telework, provided the following 
key principles are met: 

e telework is operationally feasible 

+ there is no loss of production or performance 

* itis voluntary 


e it does not generate extra costs (except for one-time start-up costs) that cannot be 
recouped over a reasonable period of time 
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e it has been approved by management (at least at the director level) 


e it does not change the terms and conditions of employment or the provisions of 
collective agreements 
e a description of the telework arrangement has been signed by the director and a copy has 
been given to the employee 
AS. What types of jobs are adaptable to telework? 
Any job that complies with the basic principles outlined in these Guidelines may be eligible. 
some examples include auditors, computer systems administrators, architects, scientists, 
translators, program analysts, etc. Many jobs could lend themselves to telework. Most could not 
be performed through full-time telework, but many could be performed using part-time 
telework. Each case must be judged individually, with the final approval resting with 
management. 
Certain qualities might make some jobs more adaptable to telework. For example, project- 
oriented tasks such as reading proposals and reviews, making funding decisions, conducting 
research, and easily quantifiable tasks such as translation are easily adaptable to telework. Some 
client service jobs such as dealing daily with enquiries, with "walk-in" clients or where highly 
sensitive material is handled would likely not be suitable for full-time telework, but may be 
suitable to part-time or occasional telework. 


A6. What are the potential benefits of telework? 
For the employee: 
ə improved motivation and productivity 
e reduced stress 
+ increased control over work and personal life 
+ reduced commuting time 


e reduction in some costs such as: transportation, parking, food and clothing (may have an 
increase in other costs such as energy and heat) 


e freedom to work with less interruptions 


+ reduced disability-related restrictions with respect to commuting or working at a 
designated workplace 
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For the manager: 


* improved motivation, productivity and employee morale 


+ possible reduction in costs of office space. See B.5 and also the concept of "Workplace 
2,0" 


ə retention of skilled employees 
e possible accommodation of certain needs of employees with disabilities 
e decline in absenteeism 


e expansion of "pool" of workers (employees with disabilities or persons who have 
difficulties commuting) 


e continued operations in case of shutdowns, emergencies, snow storms, etc. 


For the employee: 
e possible feelings of isolation, especially for full-time telework 


+ special efforts are required to maintain communications and good working relations with 
colleagues, especially for full-time telework 


+ ashiftin the culture of an organization 


ə an initial cost in establishing a telework arrangement 


+ aperceived loss of direct control over employees and possible adjustment to style of | 


supervision | 
+ special efforts to maintain team synergy 
e special efforts required to ensure communications and exchange of ideas 


e the need to reassure employees who remain at the designated workplace that their own | 
workload will not be increased when their colleagues telework and that telework | 
employees continue to fulfill all of their responsibilities 


+ å greater emphasis on long- and short-range planning 
+ å greater emphasis on work measurement and productivity 


Finally, if there are constantly more requests for telework than can be allowed operationally, 
managers will need to ensure a rotation of telework opportunities for unit employees. 
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A8. Does an employee have a right to telework? 


No. Participation in the telework program is not a right. Participation is subject to an agreement 
between the employee and his/her manager, based on the key principles outlined in question 
A.5. However, an employee has a right to grieve the denial of a telework request. 


A9. Can a supervisor require an employee to telework? 
No. À supervisor cannot require an employee to telework. 
A10. Can a supervisor telework? 


The telework policy is intended for all employees. Provided the basic principles of the policy 
are met, any employee could telework. In the case of a supervisor, occasional or part-time 


telework would be the more probable options to consider. 
A11. Is telework a substitute for child or elder care? 


No. Teleworking is not intended to be combined with the full-time care of young children or 
elders. If extended periods of time are required for care of family members, a reduced work 
schedule should be considered. While telework does not replace child care, it reduces 
commuting time, thereby allowing more freedom to co-ordinate family activities. 


A12. What equipment is needed to telework? 


The equipment requirements will depend on the work to be done. Some employees may need 
only a pen and some paper. 


Most employees will require IT equipment, at least a computer, and some will require other 
technological means to communicate with colleagues and access the information needed to do 
their jobs. It 


and ensure the necessary IT equipment is provided to the employee. 


information technology security (104). In all cases, Information Technology equipment must 
conform to these Departmental Policies. 

For other type of equipment, such as office furniture, if the employee requests and is granted 
permission to telework, then he/she is responsible for the maintenance and repair of his/her own 


example. 


T 


is the manager's responsibility to determine the employee's needs while teleworking 


CBSA - Released under the 
ASFC - Divulgation en vertu 


Access to. Inf: 
de la loi sui 


A 


r l'Àccé 


formation 
es 


Act 
l'informati: 


à l'information. 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


The Employer is not responsible or liable for damages to the employee's personal or real 
property during the performance of official duties, similarly while using the Employer's 
equipment in the employee's residence in case of employee negligence. 


The Employer is not responsible or liable for damages to the employee's personal or real 
property during the course of performance of official duties or while using the Employer's 
equipment in the employee's residence in cases of employee negligence. 


3. Where can I find information on ergonomics as it relates to Public Services and 
Procurement Canada workplaces? 


You can also find useful information on the Employment and Social Development Canada Web 
site. 


about occupational health and safety including ergonomics. 
A14. On what basis should I discuss developing a telework agreement with my manager? 


If you believe that the arrangement would meet the basic principles outlined in these guidelines, 
talk to your supervisor. Remember that a telework arrangement must be made on a voluntary 
basis by the employee and approved by management. For a telework arrangement to be 
successful, both parties must feel comfortable with it. Final authority rests with the director of 
your organization. 


A15. What is the Telework Arrangement Agreement Document and do I need one? 


Completion of the Telework Arrangement Agreement Document is required to confirm approval 
and conditions of the telework arrangement for all standard (that is full-time and part-time) or 
occasional telework arrangements. The Telework Arrangement Agreement document is 
designed to ensure that the terms of a telework arrangement are mutually understood, and 
spelled out, prior to the commencement of such an arrangement. 


A copy of the form should be kept by the employee, a second copy must be kept by the 
manager, In addition, teleworkers (standard and occasional) and their respective supervisors 
must enter the agreement details in the relevant MyGCHR page to allow for departmental 
tracking. 


Employees are encouraged to discuss the details of the arrangement with their union 
representatives should they need any advice or have any concerns. 
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Part B: Operational questions and answers for managers 


B1. What level of management can approve a telework arrangement? 


Supervisors at any level are responsible for recommending an employee for telework and for 
outlining the terms (that is scheduling, equipment requirements, work expectations, and 
assessment criteria). Final approval must be obtained at least at the director level. 


B2. How do I know employees are working if I can't see them? 


As with employees in the workplace, whether near or at distance from you, you should know if 
an employee is working if he/she meets the job requirements on time and up to expected quality, 
through sound performance management practices. Experience with telework programs shows 


+. 


that productivity often increases when an individual works off-site, partly because of fewer 
interruptions and distractions, and partly because of an increase in personal motivation and work 


leads to increased efficiency and increased job satisfaction. 


B3. How will employees who telework be reviewed? 


Ihe PSPC Employee Performance Management Program will continue to be the process used 
for setting objectives and assessing employee performance. The main focus of performance 
assessment must be based on work input, wherever the employee may be (near of far away at 
distance from the supervisor). In fact, having teleworkers may well bring you to improve your 


general employee performance management practices. 
B4. Should a specific schedule be set for the off-site work? 


Yes. A description of the employee's authorized days and hours of work away from the 
designated workplace must be clearly outlined in the Telework Arrangement Agreement 


and provided to co-workers. 


B5. How do we record average days in MyGCHR? 


For occasional telework, you must enter the average it in the "Average Days-Month" field, for 
example one day/month, or 2 days/month or three days/month, on average. 


For part-time telework (minimum one day/week on average ), you must enter the average in the 
"Recurring days/week" field, for example one day/week, or 2 days/week, etc. For full-time, this 
will be five full days/week. 
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The average can also be made out of partial days (for example half a day. or a few hours at the 
beginning or start of work day). When recording telework in MyGCHR, use the average for 
partial days, for example, if there are 13 hours of telework per week every week, spread out 


F4 


through the week, you can record it as 2 days/week (part-time telework). 
B6. Do I have to take measures to ensure a teleworker is in fact at work every day? 


As a manager/supervisor you should ensure there are reasonable measures in place to 
acknowledge any employee's (employees at the office, teleworkers, employees working at 
distance) work status on any given day. that is the employee at work?, on leave?, absent without 
notice?, etc. This goes towards basic managerial responsibilities on operational requirements, 
leave management, and as well towards ensuring the health and safety of our employees. This 
can be accomplished in various ways depending on the case, that is with some employees whose 
work involve constant communications (virtual or otherwise) with their supervisor and/or 

an 
ish 


x 


issue. For teleworkers 
h daily contacts as required. 


colleagues throughout the day from start to finish, this may not be 
whose work is done very independently, the supervisor can establi 


B7. What if there are persistent technological difficulties du ring telework? 


Teleworkers must advise their supervisors to determine how to adjust (return to the designated 
etc.). Ideally, the teleworker would always 


workplace, alternative arrangements to get work 


* 


of 


have some work set aside that does not require much IT capacity for this specific kind 
situations. 


B8. What is Workplace 2.0? 


The Workplace 2.0 initiative was developed to support the Clerk of the Privy Council's 
commitment to public service renewal. Its objective is to modernize the workplace to attract, 
retain and enable public servants to work smarter, greener and healthier to better serve 
Canadians by modernizing the physical aspects of the workplace, updating policies, processes 


and systems, and providing new technologies that allow employees to connect, collaborate and 
communicate across government and with Canadians. While Workplace 2.0 makes it possible 


for employees to work anywhere, these Telework Guidelines only apply to work done at the 
employee's place of residence (telework- place). Note that telework is only part of the 
Workplace 2.0 initiative and employees are not required to telework to enjoy the benefits; 
however, managers and employees can consider incorporating part-time or full-time employee 
telework arrangements requests where possible. For more information, please refer to the 
Work; 
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B9. Should I give up all of the vacant office space left by employees who are teleworking? 


Organizations must plan their office space to accommodate those employees who telework part 
time (working in the designated workplace 2-three days per week) and those who telework full 
time and plan to return at the end of a telework arrangement. Some organizations may choose to 
use telework as a tool to leverage or support accommodation strategies aimed at maximizing 
space utilization. Such accommodation strategies can include the under allocation of space (that 
is eight workstations per 10 employees), desk sharing and/or the use of flex and unassigned 
free-address (that 1s hoteling) stations for part time teleworkers. Workplace 2.0 supports these 
strategies by enabling employees to be mobile, yet connected and productive. Management 
should discuss opportunities to leverage space efficiencies with their employees and facilities 
management to determine appropriate accommodation strategy for their office. 


B10. What about the impact on staff when some employees are teleworking? 


Possible impact on other employees must be considered during the approval process of a 
telework arrangement. One person's off-site work should not adversely affect the performance 
of other employees or place a burden on staff remaining in the designated workplace. Research 
demonstrates, however, that when fewer employees work at the designated workplace, the 
administrative workload decreases. 


B11. Can telework be combined with part-time employment? 


Provided that the basic policy requirements are respected, telework can be combined with part- 


time or any other flexible working arrangements. 
B12. If an employee teleworks, does the telework place become the official workplace? 


No. The employee's official workplace is the place where the employee would work if there 
were no telework situation. 


B13. What if a manager believes the arrangement with an employee is not working out? 


Either the employee or the supervisor may end a telework arrangement, with appropriate notice, 
at any time; a 14-day notice is suggested. 


B14. Who is responsible for transporting equipment (for example computer, modem, and 
printer) to and from the telework place? 


An agreement on the most appropriate transportation mechanism for transporting equipment to 
and from the telework place should be reached between the teleworker and the supervisor at the 
time the telework arrangement is approved; however, employees should not normally transport 
tote that with respect to the use of a portable 


large or heavy equipment without assistance. I 
computer, transportation is the responsibility of the employee. 
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B15. What happens when the equipment requires repair? 


Maintenance, repair, and replacement of government-owned equipment issued to employees are 
ther ibility of the department. The employee must notify his/her supervisor immediately 
following a malfunction of government-owned equipment. If repairs are extensive and 


replacement is impractical, the employee must be prepared, if asked, to report back to the 
official workplace until the equipment is operational. Employees will not be expected to 
transport large or heavy equipment without assistance (that is this would not apply to a laptop, a 
modem, or a keyboard for instance). 


B16. What happens if there is a strike? 


In the event of a strike, whether employees are working at the designated workplace or at a 
telework place, many issues come into play and need to be reviewed by management. Some of 
the issues include; the personal safety of employees, the protection of equipment and other 
government property and the maintenance of performance. There may occasionally be a need 
for special interim procedures, for example, management may decide that teleworkers who are 
not on strike been asked to temporarily return to the designated workplace. Therefore should a 
strike occur management would have to assess the situation and provide employees with the 
appropriate guidance and direction. 
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Part C: Questions and answers on costs, taxes, safety, health and security 


C1. What costs are covered by the department? 


The department will assume the costs of any required equipment or expenses such as: 


work-related long distance telephone calls 


extra telephone line or portable device such as Blackberry 

computer 

computer software 

additional departmental modem and possible additional computer usage charges 
maintenance and repair charges for equipment belonging to the department 
remote technical assistance 


replacement of lost or damaged government equipment: employees are responsible to 
care for departmental government equipment in their possession, and in case of 
negligence or infraction, the department could decide, depending on the circumstances, 
to claim the recovery of replacement costs instead of assuming the cost 


C2. What costs does the teleworker assume? 


The employee who is teleworking will pay for the following expenses: 


% 


provision of safe and healthy premises, including cleaning, maintenance 
provision of desk and chair 

regular phone costs 

internet service provider costs (modem rental or purchase, monthly bandwidth) 
costs for extra energy usage such as heat and light 


any additional insurance costs (the employee is not responsible for insuring equipment; 
however, a review of coverage with the home insurance company is necessary to ensure 
there are no effects on current coverage resulting from use of the home as an office) 


travel costs for travel between the telework location and the designated workplace 


17 


CBSA - Released under the Access to Information Act 
i sur PAcces à l'i 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'informa 


tion 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


+ if the employee requests and is granted permission to telework using his/her own 
equipment, then he/she is responsible for the maintenance and repair unless otherwise 
agreed to by the employer 


C3. What about liability for injuries sustained while teleworking—How will the 


department deal with an employee's claim for injury? 


. på 


case whether the injury takes place at the employer's official workplace or at any other location 


* 
Lh. 


C4. How do I ensure that the telework place is safe? 


Usually, employees' homes provide a safe and secure environment. Employees are responsible 
for ensuring that safety requirements are met in their homes to protect themselves and any 
equipment provided by the employer. As the employer has no formal control over an employee's 


telework location, employees are asked to voluntarily provide assurance to the manager that the 


telework location is safe and healthy. Through the telework arrangement, the employee 
recognizes that the employer is only responsible for the telework tasks, not for the whole home, 
hence any accident or professional illness arising from telework would only be considered 


work-related if arising from the tasks. 


federal income tax deductions? 


Depending upon the situation, and provided certain conditions are met, teleworkers may be able 
to deduct certain expenses from their employment income for income tax purposes. Due to the 


complexity of the /ncome Tax Act and the fact that each telework situation is unique, employees 


C6. To determine whether an employee is entitled to a deduction under the Income Tax 
Act, the Canada Revenue Agency requires that the employee file a Canada Revenue 
Agency form with his/her income tax returns (currently the name of the form is T2200 
"Declaration of Conditions of Employment"). Should managers sign this form when asked 
by employees? | 


pe 


his form does not ask managers to certify whether an employee meets the 


Managers who are asked by formally approved teleworkers to complete and sign this declaration 


are advised to do so. 1 
criteria established by the /ncome Tax Act. Rather, in signing, managers would merely certify 
that teleworkers are required to provide work spaces in their homes and are required to pay for 
certain additional costs involved in providing this space. 


CBSA - Released under the Access to Inf: 


ASFC - Divulgation en vertu de la loi sur l'Accè 
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Canada Border Agence des services 
Services Agency frontaliers du Canada 


C7. Will the security of information be placed at risk by employees when teleworking? 


Given the high risk involved, telework should not involve access to information that is 
designated as extremely sensitive or classified as top secret. According to Policy on 
Government Security, certain tvpes of information classified in the national interest should 
never be removed from the workplace. 


Even unclassified material (either Protected A, B, or C), however, should be handled with care 
as the accumulated information may be sensitive for the organization. Because of this, it is 
imperative that teleworkers consider the nature of the information with which they are working 
and take care to ensure that it is not left unattended or exposed to unauthorized scrutiny, both at 
the telework place and during transport. Teleworkers must be aware of all access to information 
and privacy-related legislation which would apply to the information with which they will be 
working, and ensure they follow their supervisor/manager's direction on this issue. Employees 
should discuss their security and storage requirements with their supervisor 


C8. Are there any municipal or provincial requirements for teleworking? 


Employees are responsible for informing themselves of any municipal or provincial restrictions 


which could have an impact on their telework situation, for example requirement for smoke 
detectors in the telework place. 


C9 If a work-related accident takes place in Ontario at the home of a teleworker whose 
substantive position is in Quebec or vice versa, which compensation board is responsible? 


The compensation board responsible for a telework-related accident is the board in the province 
where the designated workplace, not the telework place, is located. 


C10. Regarding teleworkers who rarely visit the province where the designated workplace 
is located, to which province are their taxes paid? 


Income tax is paid where the designated workplace, not the telework place, is located. 


C11. What about holidays (Saint-Jean Baptiste Day in Quebec and the Civic Holiday in 
Ontario)? 


Holidays are based on the province where the designated workplace is located. 
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Cc: 
Subject: 
Attachments: 


Å little past 7am... 


Burke, Julie 

February 2, 2019 10:36 AM 

Thibodeau, MarcR (HRB-HQ) 

Allard, Myriam 

CBSA Draft telework policy - Jan 2019.docx 
CBSA Draft telework policy - Jan 2019.docx 


Burke, Julie — 


From: Burke, Julie 

Sent: February 2, 2019 05:09 PM 
To: McKinnon, Chastity 
Subject: RE: telework agreement 


Hi Chastity, I am responsible for this policy 


Julie Burke 


hag? à 


Director, Workplace issues Management 
Canada Border Services Agency / Government of Canada 
Julie. Burke@chsa-asfc.gc.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


From: McKinnon, Chastity 
Sent: January 3, 2019 9:31 AM 
To: Burke, Julie <Julie.Burke & cbsa-asfc.gc.ca»; Thibodeau, MarcR (HRB-HQ) «Marc.Thibodeau2 @cbsa-asfc.gc.ca> 
Cc: MacPhee, Jennifer <Jennifer MacPhee@chsa-asfc.gc.ca> 
Subject: telework agreement 


Good day and Happy New Year, 


When we were in Rigaud, it was mentioned that national HR is working on a national Telework or Flexible work 


arrangement policy. 


Wondering who I could speak with about this? As you know we are moving into a new building in Halifax in March/April 
that with be Activity Based Workplace based and it will be important for us to have some policy in place ahead of this 


move. 


/ Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


CBSA - Released u Jorde us mation Act 
ur l'Accés à l'information. 


ASFC - Divul dt 


Burke, Julie 


From: McKinnon, Chastity 

Sent: February 2, 2019 06:15 PM 
To: Burke, Julie 

Subject: Re: telework agreement 


Do u have a draft u can share? 


Sent from my BlackBerry 10 smartphone on the Bell network. 


From: Burke, Julie 
Sent: Saturday, February 2, 2019 6:08 PM 


Subject: RE: a agreement 


Hi Chastity, | am responsible for this policy 

Julie Burke 

Director, Workplace Issues Management 

Canada Border Services Agenc ente nment of Canada 


Julie. Burke@chsa-asfc.ac.ca / Tel : 613-948-9840 Fax: 613- 948-9838 / TTY : 866-335-3237 


EE SEACA RENAN TE 


Directrice, Gestion des enjeux en milieu de travail 

Ag gence des. s services frontaliers du Canada / Gouvernement du Canada 

ulie Burke @epea- asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 

From: mo Chastity 

Sent: January 3, 2019 9:31 AM 

To: Burke, Julie ; Thibodeau, MarcR (HRB-HQ) 

Cc: MacPhee, Jennifer 

Subject: telework agreement 

Good day and Happy New Year, 

When we were in Rigaud, it was mentioned that national HR is working on a national Telework or Flexible work 
arrangement policy. 

Wondering who I could speak with about this? As you know we are moving into a new building in Halifax in March/April 
that with be Activity Based Workplace based and it will be important for us to have some policy in place ahead of this 
move. 


£* 
i. E 


‘ohne ek 


Burke, Julie 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: | February 3, 2019 09:10 AM 

To: Burke, Julie 

Cc: Allard, Myriam 

Subject: CBSA Draft telework policy - Jan 2019 (002).docx 
Attachments: CBSA Draft telework policy - Jan 2019 (002).docx 


More work to do. We need a final copy of the policy and ppt by end of week. 


Burke, Julie 


From: Burke, Julie 

Sent: February 3, 2019 09:16 AM 

To: Thibodeau, MarcR (HRB-HQ) 

Cc: Allard, Myriam 

Subject: RE: CBSA Draft telework policy - Jan 2019 (002).docx 


Ok. Will look at your changes/comments and continue working on it 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
e.Burke@cbsa-asfc.ac.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie, Burke Øcb: 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February 3, 2019 9:10 AM 

To: Burke, Julie <Julie.Burke Øcbsa-asfc.gc.ca> 

Cc: Allard, Myriam «Myriam.Allard (9 cbsa-asfc.gc.ca» 
Subject: CBSA Draft telework policy - jan 2019 (002).docx 


More work to do. We need a final copy of the policy and ppt by end of week. 


sg-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


Burke, Julie 


Burke, julie 

February 5, 2019 10:59 AM 
Thibodeau, MarcR (HRB-HQ) 
Allard, Myriam 

DRAFT - Telework at the CBSA. pptx 
DRAFT - Telework at the CBSA.pptx 


Cc: 
Subject: 
Attachments: 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


e Telework ts a flexible work arrangement which offers an opportunity 
rethink and — how work is —— 


ski 
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Requirements 


e Prior to approving requests from employees to telework, delegated managers shall 
determine if a telework arrangement is feasible by considering the following factors: 
— itis operationally feasible for the employee to perform his or her work at the telework 
place; 


— the overall impact of the telework agreement on the work unit (e.g. work processes, 
distribution of the workload and employee morale, etc.); 

— the overall quality and quantity of work carried out in the designated workplace can be 
sustained by the employee in the telework place; 

— the work being performed is measurable; 

— the work objectives and the expectations for the job will remain the same; and 
implementation of the telework arrangement will not generate significant extra 

costs for the employer; 

— there are no performance or conduct issues 


* Should one or more of the conditions of a telework agreement not be met, the manager 
has full and complete discretion to refuse a telework request or revoke a previously- 


A 


* [he delegated manager has the discretion to determine the 
maximum number of days per week the employee will be 
teleworking. 


ilege am I the ¢ agreement can be terminated at any 


ime, with mrasanabla notice, by either party. 


Considerations 


telework. 
termination in a fair and 


Xt all types of work is conducive to 
Man nag: jement has make that de 
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| rove the Telework Policy with an 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 
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From: Burke, Julie 

Sent: February 5, 2019 11:59 AM 
To: McKinnon, Chastity 
Subject: RE: telework agreement 


We are just tweaking the draft policy. I will share shortly 


Director, Workplace Issues Management 
Canada Border Servic es es Age nc y / Government of Canada 
| Julie. Burke @cbsa-asfc.ac.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travai 
Agence des services frontaliers du Canada / Gouvernement du Canada 
ca / Tel. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


Julie Burke Ørx "- 'asic.gc. 


From: McKinnon, Chastity 

Sent: February 2, 2019 6:15 PM 

To: Burke, Julie <julie. Burke @cbsa-asfc.gc.ca> 
Subject: Re: telework agreement 


Do u have a draft u can share? 


Sent from i my Black Berr ry 10 smartphone on the Bell network. 


From: Burke, Julie 

Sent: Saturday, February 2, 2019 6:08 PM 
To: McKinnon, Chastity 

Subject: RE: telework agreement 


Ji Chastity, I am responsible for this policy 


Julie Burke 
7 c 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
Julie.Burket?cbsa-asfc.gc.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Li 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie Burke@chsa-asfc.ac.ca / Tel. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: McKinnon, Chastity 
Sent: January 3, 2019 9:31 AM 


CBSA - Released u iid DOE mation Act 
ASFC - Divu sigan vertu de la oi ur l'Accès å l'information 


Burke, Julie | NENNEN 


From: Burke, Julie 

Sent: February 5, 2019 04:31 PM 

To: Thibodeau, MarcR (HRB-HQ) 

Subiect: CBSA Draft telework policy - Jan 2019 docx 
Attachments: CBSA Draft telework policy - Jan 2019.docx 


Latest version 


Burke, Julie 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February S. 2019 08:15 PM 

To: Sousae, Annie; Burke, Julie; Edwards, Tammy; Racine, Isabelle; Nasrallah, MichelN; Allard, 
Myriam; Keir, Jennifer; Roy, Cynthia 

attachn CBSA Draft telework policy - Feb2019.docx 

— CBSA Draft telework policy - Feb2019.docx 


Hi: 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 
your views on the document. Julie and I would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


CBSA - Released under the Access to Information Act. 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


From: Sousae, Annie 
Sent: February 6, 2019 08:10 AM 


MichelN; Allard, Myriam; Keir, Jennifer; Roy, Cynthia 
Subject: RE: CBSA Draft telework policy - Feb2019.docx 
Attachments: CBSA Draft telework policy - Feb2019 AS.docx 
Thanks for the opportunity to review! 


| made a few comments where I wasn t sure of the meaning of the sentences / wording. For your consideration. 


Thanks, 


Annie Sousae 


EE 
A94 59277 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February 5, 2019 8:15 PM | 

To: Sousae, Annie ; Burke, Julie ; Edwards, Tammy ; Racine, Isabelle ; Nasrallah, MichelN ; Allard, Myriam ; Keir, Jennifer 
; Roy, Cynthia 

Subject: CBSA Draft telework policy - Feb2019.docx 


Hi: 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 
your views on the document. Julie and I would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


l nder the Access-te-Infermatien- Act —— 
de la loi sur l'Accès a l'information. 


Burke, Julie 


From: Edwards, Tammy 

Sent: February 6, 2019 08:40 AM 

To: Thibodeau, MarcR (HRB-HQY; Sousae, Annie; Burke, Julie; Racine, Isabelle; Nasrallah, 
MicheiN; Allard, Myriam; Keir, Jennifer; Roy, Cynthia 

Subject: RE: CBSA Draft telework policy - Feb2019.docx 

Attachments: CBSA Draft telework policy - Feb2019 TE.docx 


Attached is my feedback so far (may have a bit more today as my OHS team reviews). | offer my services to review the 
final draft to verify grammar and spelling €. 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February 5, 2019 8:15 PM 

To: Sousae, Annie ; Burke, Julie ; Edwards, Tammy ; Racine, Isabelle ; Nasrallah, MichelN ; Allard, Myriam ; Keir, Jennifer 
; Roy, Cynthia 

Subject: CBSA Draft telework policy - Feb2019.docx 


Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 


your views on the document. Julie and | would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


CBSA - Released u iid pe n Act 
ASFC - Divu sigan vertu de la oi ur l'Accès å l'information 


From: Racine, Isabelle 
Sent: February 6, 2019 09:49 AM 
To: Sousae, Annie; Burke, Julie; d eniin Racine, Isabelle; Nei MichelN; Allard, 


Subject: FW: CBSA de t nein peli Cy - ja Be 
Attachments: CBSA Draft telework policy - Feb2019 TE.docx 


| reviewed and added my comments/proposed edits in Tammy's version of the document. 


My overall comments/questions are the following: 

e What about tei esami short term telework requests due to special circumstances (i.e. one week for an 
nae who Bas a sick child, etc.)? It's clear to me those are outside this policy but maybe Qs and As along 
with the Mrs coul uld bring greater clarity on what is covered and not... | 

e What about EEs with medical certificates (e.g. France)- they will need to resubmit their request yearly even if 

their medical certificate covers longer periods? This is covered separately as a medical accommodation? 

e Ina national approach where we will encourage work in other regions- remotely but in CBSA offices, how will 


the requests be managed if employee also want to telework? 


My overall comment is that we are focussing on a case by case basis to approve the requests- I fell that an overall 
picture for managers is also necessary to inform their decision- so if certain employees ask first they have a better 
chance of their requests being approved? For business continuity and training of employees, in cases where a minimum 
unite of employees must remain on site- how should managers prioritize the employee requests? I fell we need to 
e dress this somehow in the document under managers' responsibility maybe? 


Isabelle 


From: Edwards, Tammy 

Sent: February 6, 2019 8:40 AM 

To: Thibodeau, MarcR (HRB-HQ) ; Sousae, Annie ; Burke, Julie ; Racine, Isabelle ; Nasrallah, MichelN 
Keir, Jennifer ; Roy, Cynthia 

Subject: RE: CBSA Draft telework policy - Feb2019.docx 


; Allard, Myriam ; 


Attached is my feedback so far (may have a bit more today as my OHS team reviews). I offer my services to review the 
final draft to verify grammar and spelling ©. 


From: Thibodeau, MarcR (HRB-HQ) 
Sent: February 5, 2019 8:15 PM 
bus ee Annie «Annie.Sous aec x — asic CBC.ca deque dod ee 


Subject: CB CBSA D Draft telework bi olie icy - 'Feb2019. déc 


Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 
your views on the document. Julie and I would like to close this by COB on Wednesday. Thank you for your assistance. 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


he Access. to Information Act. 
loi sur l'Accès à l'information. 


Burke, Julie 


From: Mckay, Réa 

Sent: February 6, 2019 11:22 AM 

To: Thibodeau, MarcR (HRB-HQ); Burke, Julie 
Subject: FW: Telework 

Attachments: 254-1-gl-eng.pdf; RE: Politique de télétravail 


Marc dere E 

During our di iscussion yesterday regarding telework I asked Philippe who recently joined from CSC what was done there. 
See icu the policy (that is embedded within their OHS program guidelines) — it is not encour raged at CSC. 

Réa 

Tel: 613-952-1571 


From: Larose, Philippe 
Sent: 6 février 2019 11:17 
To: Mckay, Réa 
Subject: Telework 
Bonjour Réa, 
Attached, you will find the telework policy for CSC. As I have said yesterday, CSC is not promoting telework. Nothing has 
changed since my departure. This was confirmed by Aly Alexandre below. It will be apparent when you'll read the doc. 
The telework is actually buried within the Occupational Health and Safety Program Guidelines, annex C, page 12, section 
42-43 which brings the reader to TBS's Telework Policy. 
Philippe Larose 
Director, Corporate Staffing 
Canada Border Services Agency/ Government of Canada 
lippe.larose@cbsa-asfc.gc.ca / Tel: 343-291-5189 BB: 613-410-8209 / TTY :1-866-335-3237 
Phili ippe Larose 
Directeur, Dotation ministérielle 
Agence des services a rona ers du Canada / Gouvernement du Canada 
| | oseØcbsa-asfo.go.ca / Tél 343-291-5189 BB: 613-410-8209 / TTY :1-866-335-3237 


From: Alexandre Aly (NHQ-AC) <Alv Alexandre @CSC-SCC.GC.CA> 

Sent: February 6, 2019 : 44 AM 

To: Larose, Philippe <Philippe Larose Qcbsa-asfc.gc.ca> 

Cc: FEE enam Gabriela (NHG-AG <Gab riela.Freyenmuth@csc-scc.ec.ca>; Ladouceur Mathieu (NHQ-AC) 
<Mathieu.Ladouceur@CsC-SCCGC.CA> 


Subject: Emailing: 254-1-gl PA 

Bonjour Philippe, 

Suite à ta requête à Nathalie par rapport au télétravail, tu trouveras la politique du SCC dans l'annexe C du DC 254-1 
Programme de santé et sécurité. La mise en place et l'entente de télétravail se fait au cas par cas, selon les besoins. 
l'annexe C explique la marche à suivre. 

Bonne journée, 

Aly 


Burke, Julie 


From: Nasrallah, MichelN 

Sent: February 6, 2019 01:02 PM 

To: Burke, Julie: Sousae, Annie; Racine, Isabelle; Edwards, Tammy; Allard, Myriam; Roy, 
Cynthia; Keir, Jennifer; Thibodeau, MarcR (HRB-HQ) 

Subject: FW: CBSA Draft telework policy - Feb2019.docx 

Attachments: CBSA Draft telework policy - Feb2019 TE (003).docx 


Thanks for opportunity to comment. Added my comments to the last version. 

Agree that an FAO would be beneficial, as well as some online tracker. 

Also we would need to confirm who in LR will dot the tracking (LR Ops or DACC or Corporate LR). 
Cheers 


From: Racine, Isabelle 

Sent: February 6, 2019 9:49 AM 

To: Sousae, Annie ; Burke, Julie ; Edwards, Tammy ; Racine, Isabelle ; Nasrallah, MichelN ; Allard, Myriam ; Keir, Jennifer 
; Roy, Cynthia ; Thibodeau, MarcR (HRB-HQ) 

Subject: FW: CBSA Draft telework policy - Feb2019.docx 


| reviewed and added my comments/proposed edits in Tammy's version of the document. 


My overall comments/questions are the following: 

e What about temporary/ short term telework requests due to special circumstances (i.e. one week for an 
employee who has a sick child, etc.]? Its clear to me those are outside this policy but maybe Qs and As — 
with the policy could bring greater clarity on what is covered and not. 

s What about EES wi ith medical certificates (e.g. Fra ncej- they will pre to resubmit their request ibd even if 
their medical certificate covers longer periods? This is covered separately as a medical accommodation 

s In a national approach where we will encourage work in other regions- remotely but in CBSA offices, how will 
the requests be managed if employee also want to telework? 


My overall comment Is that we are focussing on a case by case basis to approve the requests- I fell that an overall 
picture for managers is also necessary to inform their decision- so if certain employees ask first they have a better 
chance of their requests being approved? For business continuity and training of employees, in cases where a minimum 

number of employees must remain on site- how should managers prioritize the employee requests? I fell we need to 
address this somehow in the document under managers' responsibility maybe? 


isabelle 


From: Edwards, Tammy 
Sent: February 6, 2019 8:40 AM 
To: V edd MarcR € ed <Ma 


>: : Racine Isabelle < «isa abe ifi 


WE v Res 


E 


dennifer asfc.ge.ca>; Ro 
Subject: F RE: CBSA Draft telework policy - Feb2019. don 


dS prin ær CAS: T denen 


Hand E Bra AEA é 


Attached is my feedback so far (may have a bit more today as my OHS team reviews). | offer my services to review the 


ee 


final draft to verily grammar and spelling €». 


CBSA - Released u iid DOE mation Act 


nono ee e ey ELddlldd——————————Á'OPHÉ— A Ó———Ó———ÉÓ€€———— Ü——— d 
ASFC - Divu sigan vertu de la oi ur l'Accès å l'information 


From: Thibodeau, MarcR (HRB-HQ) 
Sent: February 5, 2019 8:15 PM 


To: ne Annie <Annie. Sousse e@Ensa- — gc.ca»; pres E ie <] Jule. B E a e@cbsa-e sft 


SP an ag Anna RENAN AS 


«Jenni fer k Keirt?chsa- do ge ta»; S HO, Cyntha à «C deni fa. Roy 2 € gc.ca» 
Subject. CBSA Draft telework policy - Feb2019.docx 


HE 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 


your views on the document. Julie and | would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


CBSA - Released u iid DOE mation Act 
ASFC - Divulgation en vertu de la oi ur l'Accès å l'information 


Burke, Julie 


From: Edwards, Tammy 

Sent: February 6, 2019 02:16 PM 

To: Thibodeau, MarcR (HRB-HQ); Sousae, Annie; Burke, Julie; Racine, Isabelle; Nasrallah, 
MichelN; Allard, Myriam 

Cc: Keir, Jennifer; Roy, Cynthia 

Subject: RE: CBSA Draft telework policy - Feb2019.docx 

Attachments: CBSA Draft telework policy - Feb2019_TE.docx 


| have inserted one other comment under Delegated Manager Responsibilities related to OHS. A previous reference to 
responsibilities under the CLC Il was removed but there should be something in there regarding this as a manager does 
not absolve themselves of their duties under the Code when an employee is working from home. Proposed wording is 
included using track changes. 


From: Edwards, Tammy 

Sent: February 6, 2019 8:40 AM 

To: Thibodeau, MarcR (HRB-HQ) ; Sousae, Annie ; Burke, Julie ; Racine, Isabelle ; Nasrallah, MichelN ; Allard, 
Keir, Jennifer ; Roy, Cynthia 

Subject: RE: CBSA Draft telework policy - Feb2019.docx 


Myriam ; 


Attached is my feedback : so far (may have a bit more todav as my OHS team reviews). I offer my services to review the 
final draft to verify grammar and spelling ©. 


From: Thibodeau, MarcR (HRB-HQ) 
Sent: February 5, 2019 8:15 PM 
To: Sousse Annie «Annie. sou mae Øch: Ic. gc.cao; Burke, ri <lulie 


Subject: CBSA Draft telework me icy - Feb2019. ice 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. | would like 


your views on the document. Julie and I would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


To: 
Subject: 
Attachments: 


Thibodeau, MarcR (HRB-HQ) 

February 6, 2019 04:00 PM 

Burke, Julie; Allard, Myriam 

DRAFT - Telework at the CBSA (002).pptx 
DRAFT - Telework at the CBSA (002).pptx 
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organizational goals. Telework can result in benefits to the 
organization, including: 

Higher levels of productivity and reduced absenteeism: 


— Enhanced performance through im 
environment: 


ving a 
personal 


proved work motivation and a more satisfying work 


— Acompetitive edge for attracting and retaining highly-skilled public servants; and 


— Increased employee satisfaction and work/life balance resulting from greater flexibility in the 
workplace. 
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place; 
— It respects the CBSA's security requirements; 
— the overall impact of the 
distribution of the workload and employee morale, etc.); 


— the overall quality and quantity of work carried out in the designated workp 
sustained b Y the — in the telework k piace; 


la 


costs tor the srl 
— there are no performance or conduct issues 


b 


approved request. 


telework agreement on the work unit (e. g. work processes, 


ce can be 


elework agreement not be met, the manager 
is full and paleas d iscretion to viel à a telework request or revoke a previously- 
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implementation Considerations 


Not all types of work is conducive to telework. Management has make that determination in a fair and 


transparent manner 
Not all CBSA employees have the proper equipment 


(laptops etc.) to telework. 


Client support availability . We must ensure that there is the proper IT security in — 
place to support the increased demand for telework 


ABW facilities (April 1, 2019 for ATL RDGO) The ATL regional office is moving to an Activity Based 
Workplace (ABW) effective April 1, 2019 and will require 
guidance on altemate work arrangements 


Potential impact of increased demand on IT whc 
be able to address all demands at once. 


Awareness for i 


ianagers and employees Create awareness sessions to ensure that delegated 
managers understands the Policy and applies it 
generously 


Readiness Assessment 


Next Steps 


te readiness dssesáment 
valor IT acquisition and roll-out plans 
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From: Burke, Julie 

Sent: February 7, 2019 10:01 AM 

To: Thibodeau, MarcR (HRB-HO) 

Cc: Allard, Myriam 

Subject: DRAFT - Telework at the CBSA (002).pptx 
Attachments: DRAFT - Telework at the CBSA (002).pptx 


Fhave made a few changes. For your review 


From: 


Sent: 

To: 

Cc: 

Subject: 
Attachments: 


As requested 


Burke, Julie 

February 7, 2019 11:32 AM 

Thibodeau, MarcR (HRB-HQ); Allard, Myriam 

Keir, Jennifer 

Telework 

DRAFT - Telework at the CBSA (002).pptx; Telework Policy.docx 


Burke, Julie 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February 7, 2019 12:25 PM 

To: Keir, Jennifer 

Cc: Allard, Myriam; Burke, Julie; Edwards, Tammy 
Subject: Telework Policy.docx 

Attachments: Telework Policy.docx 


Jennifer: 


For proof reading please. Once done, ask Tammy to review for QC as well. Please use track changes 
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Agence des services 
frontaliers du Canada 


It is the policy of the Canada Border Services Agency (CBSA) to support employees” request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization and employees on various levels such as: 


|. attracting and retaining highly skilled individuals; 


work-life balance; 


2. providing options for improved 


To allow employees to work at alternate locations in a manner that meets organizational objectives and 
is cost effective. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework - a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 


week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 
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Participation in a telework arrangement is voluntary, no employee shall be required to telework. 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


e The approval of a Telework arrangement shall be made on a case-by-case basis. 

+ The parameters of a telework arrangement must be recorded using the telework request form. 

+ The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 

s À copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 

e The Telework Agreement will be reviewed at a minimum, every six months. 

« The Telework Agreement will automatically be reviewed: 

o if the work objectives and priorities are not being met; 

o inconjunction with the performance management cycle; 

o upon request by the employee or the delegated manager: 

o inanurgent situation, at the request of the delegated manager. 

e The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (i.e. caring for an ill family member, caring for children during Professional 
Development days). | 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions continue to be met: 


e the nature of the work to be performed is suitable for telework; 

+ the work to be performed does not require the printing of documents; 

e the employee can always be reached by phone during the working hours as outline in the 
telework agreement; 

e the employee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place; 

+ The equipment required is available: 

e the results of the work performed in telework can be objectively measured; 

e the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

ə service delivery to clients is not negatively impacted; 

e the approval of telework should be cost effective; 

+ the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 

e all relevant legislation including the Canada Labour Code Part II and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected; 

e the custodial arrangements for management of information at the Telework site meets security 
requirements; 
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e security or protection of the information or other CBSA assets is not compromised at the 
telework workplace: 

e there are no performance or conduct issues; 

e other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks’ notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 
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! ne PR REAT T manager sprak and teleworking i SAN are responsible for fulfilling their 
ligations. 


“onsult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework; 

Ensure that the conditions described in the Policy requirements section are met before approving 
any proposed Telework Agreement and maintained throughout the duration of the arrangement. 
Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 
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s Revi iew, understand and comply with this policy. 

» Adheres to all relevant | egislation including the Canada Labour Code Part II and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 

the Code of Conduct. 

Ensure that his or her Telework place: 
> isa suitable working env rom such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; 

o conforms to m — zoning regulations; and 

o meets the health and safety requirements of the Canada Labour Code, Part II and its 
Regulations. 


e While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part IT 
and its Regulations; 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 
+ Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 
e Is responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


nsation 


à 


Director General, Labour Relations and Compe 


e Provide advice and guidance on the application of the Policy; 
* Provide reports on telework agreements in place and compliance with the policy: 
s Review and update the Policy from time to time 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


e Canada Labour Code 

e Code of Conduct 

» Conflict of Interest and Post Employment 

e Information Security Policy 

« Policy on the Use of Electronic Resources 

e Policy on Information Technology (IT) Security 
e Federal Public Service Labour Relations Act 

+ Relevant collective agreements 


e Security Policy 


Enquiries regarding this Policy should be forwarded to Labour Relations. 


Rel 
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Burke, Julie 


From: Burke, Julie 

Sent: February 11, 2019 03:16 PM 

To: Allard, Myriam 

Cc: Thibodeau, MarcR (HRB-HQ): Keir, Jennifer 

Subject: AWA - Telework Policy 

Attachments: Alternate Work Arrangement - Telework Policy.pdf, Telework at the CBSA .pptx 


Voila. 
To be sent for ECHR 


julie puke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 


fc.gc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie, Burke @cbsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 
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jlicy Statement 


It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


Preamble 


CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 


arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its employees on various levels such as: 
|. attracting and retaining highly skilled individuals; 
2. providing options for improved work-life balance; 


S 


Objectives 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Definitions 


Delegated Manager — a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework — a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week). as specified in a Telework Agreement. It does not include punctual events where an employee 


performs work at a location other that the designated workplace. 


à l'information 


Policy Requirements 


Participation in a telework arrangement is voluntary; no employee shall be required to telework. 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


e The approval of a Telework arrangement shall be made on a case-by-case basis. 

e The parameters of a telework arrangement must be recorded using the telework request form. 

+ The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 

e A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 

« The Telework Agreement will be reviewed at a minimum, every six months. 

+ The Telework Agreement will automatically be reviewed: 

o if the work objectives and priorities are not being met; 

o inconjunction with the performance management cycle: 

o upon request by the employee or the delegated manager; 

o inan urgent situation, at the request of the delegated manager. 

e The parties agree si ituations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (i.e. caring for an ill family member, caring for children during Professional 
Development days). 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


e the nature of the work to be performed is suitable for telework; 
e the work to be performed does not require the printing of documents; 
e the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; 
+ the employee can be equipped with a single device (one-device policy) for the work 
the designated and telework place; 


performed at 


+ the equipment required is available; 

e the results of the work performed in telework can be objectively measured; 

+ the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet pe rformance expectations; 

+ service delivery to clients is not negatively impacted; 

+ the approval of telework should be cost effective: 

e the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 

all relevant legislation including the Canada Labour Code Part H and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected; 

+ the custodial arrangements for management of information at the Telework site meets security 


requirements; 


ha 
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te » ad det sagen ace; 


s there are no performance or conduct issues: 
* other founded Code of Conduct issues that may be unrelated to the telework but would require 
the ad s return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks’ notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee i in writing. 

it The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


The Delegated manager (supervisor) and teleworking employee are responsible for fulfilling their 
respective Telework P ol icy and Telework Agreement obligations. 


- 


H 
å 
| 
å 
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Delegated Manager 
e Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework; 

+ Ensure that the conditions described i in the Policy requirements section are met before approving 
any proposed Telework Agreement and maintained throughout the duration of the arrangement. 

Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 

+ Determine the eq uipment and supplies required to carry out the work assigned 

e Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


+ Review, understand and comply with this policy. 

s Adhere to all relevant legislation including the Canada Labour Code Part H and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

Ensure that his or her Telework place: 

o işa suitable working environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement: 

o conforms to municipal zoning regulations; and 

o meets the health and safety requirements of the Canada Labour Code, Part Il and its 
Kegulations. 


e While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part H 
and its Regulations; 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 
Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Serv ices, etc.). 
e Shall immediately notify the manager (supervisor) if any requirement is no longer 
that the employee suspects is no longer being met. 
+ ls responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


being met or 


Director General, Labour Relations and Compensation 


e Provide advice and guidance on the application of the Policy; 
e Provide reports on telework agreements in place and compliance with the policy 
+ Review and update the Policy from time to time 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements, 


+ Canada Labour Code 

+ Code of Conduct 

+ Conflict of Interest and Post Employment 

+ Information Security Policy 

+ Policy on the Use of Electronic Resources 

+ Policy on Information Technology (IT) Security 
+ Federal Public Service Labour Relations Act 

+ Relevant collective agreements 

e Security Policy 

Appropriate Use of Electronic Networks 


Enquiries regarding this Policy should be forwarded to Labour Relations. 
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Overview 
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place; 
— Itrespects the CBSA's security requirements; 


= the overall pact of the telework pes she on the work unit (e.g. work processes 


Not all types E worki is conducive to telework. 


Not all CBSA employees have the proper equipment 
(laptops etc.) to telework. As such, there may be a potential 
impact of increased demand on IT who will not be able to 
address all demands at once. 


Client support availability 
ABW facilities (April 1, 2019 for ATL Regional Office) 


Awareness for managers and employees 


Readiness Assessment 
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Management has make that determination in a fair and 
transparent manner. 

Develop Guidelines, Qs&As to help management make 
those determinations. 


vith ISTB to develop IT 


Partnership: 
plan. 


acquisition and roll out 


The ATL regional office is moving to an Activity Based 
Workplace (ABW) effective April 1, 2019 and will r 


guidance on altemate work arrangements. 


In order to address the negative perception associated with 
. Telework, create awareness sessions to ensure that - 


s delegated managers understand the Policy and the benefits 


associated with it. 


MESSER 


— ‘Ce readiness assessment 
Develop IT acquisition and roll-out plans 


From: 


Sent: 
To: 
Cc: 


Allard, Myriam 

February 13, 2019 09:49 AM 

Shivji-Prasad, Shahina; Saindon, Hubert 

Keir, Jennifer; Burke, Julie; Thibodeau, MarcR (HRB-HQ) 


Subject: Telework at the CBSA pdf 
Attachments: Telework at the CBSA.pdf 


ECHR Presentation for Telework... French will follow shortly. 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


Executive Committee Human Resources 


Labour Relations and Compensation Directorate 


February 14, 2019 
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determine if a telework arrangement is feasible by considering the following factors: 


it is operationally feasible for the employee to perform his or her work at the telework 


place: 

It respects the CBSA's security requirements; 

the overall impact of the telework agreement on the work unit (e.g. work processes, 
distribution of the workload and employee morale, etc.); 


sustained by the employee in the telework place; 
work being performed is measurable; 


| s fort and 
mplementation of the telework arrangement will not generate significant extra 
costs for the employer; 

the 


job will remain the same; 


+ Should one or more of the conditions of a telework agreement not be met, the manager 
has full and complete discretion to refuse a telework request or revoke a previously- 
approved request. 


Not all types of work is conducive to telework. 


Not all CBSA employees have the proper equipment 
(laptops etc.) to telework. 

There may be a potential impact of increased demand on 
IT who will not be able to address all demands at once. 


Client support availability 


ABW facilities (April 1, 2019 for ATL Regional Office) 


+ Awareness for managers and employees 
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Develop Guidelines, Qs&As to help 
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Partnership with ISTB to develop IT acquisition and roll 
out plan. 


We must ensure that there is the proper IT security in 


place to support the increased demand for telework. 


Hie ATL — office i5 digi d toi an À Essai d st 
re on alternate work pe 


In order to address the negative perception associated 


| with n Telework, « create e awareness sessions toe ensure that 


Complete the readiness assessment in partnership with 
IT and Security. 


e 


ed ment and Implementation of the Communication 
strakeay 

— The implementation of guidelines to support managem 

said te 'ework on 


ent and 


 Smpoyese with osia )| 


© PROTECTION-SERVICE-INTEGRITY — — a 8 


Burke, Julie 


From: Shivji-Prasad, Shahina 
Sent: February 13, 2019 09:51 AM 


To: Allard, Myriam; Saindon, Hubert 
Cc: Keir, Jennifer; Burke, Julie; Thibodeau, MarcR (HRB-HQ) 


Subject: RE: Telework at the CBSA pdf 


Merci! 


Shahina Shivji-Prasad 
Tel: 613-948-3186 | BB: | 


From: Allard, Myriam 

Sent: February 13, 2019 9:49 AM 

Cc: Keir, Jennifer ; Burke, Julie ; Thibodeau, MarcR (HRB-HQ) 
Subject: Telework at the CBSA.pdf 


ECHR Presentation for Telework... French will follow shortly. 
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Burke, Julie 


From: Binet, Geneviève 

Sent: February 13, 2019 11:31 AM 

To: Fodor, Dana 

Cc: Burke, Julie; Tremblay, Daniel; Gualtieri, Francesca; Chartier, Isabelle; Maisonneuve, 
Justine 

Subject: RE: Telework Policy consultation 


Good morning, 


We've socialized the draft policy with our DG table se that we could provide you with high level feedback on the content 
of the p olicy. What are the planned next steps — i.e. timing for OneHR? 


We've broken down the comments into various groupings: 


Policy: 

* References to the document being a PSPC policy should be changed to CBSA. 

e inthe definitions, where there is mention in the "Cost Effective" definition about costs being recouped during 
telework, how will costs be recouped? The remainder of the document does not reference this so there is 
uncertainty around it. Suggest either removing the reference or clarifying it. 

e Inthe "Secure Remote Access" definition, there is the statement that "Having remote access does not define an 
employee as a teleworker.” We believe the comment is out of place within this definition and should be 
included in the main body of the policy, rather than in the definitions. 

e There are concerns that there is no wording stating that having a full-time telework arrangement does not 
include never having to come into the office for meetings, training, etc. 

po 2. be an expectation that if logistically possible, full-time telework employees will participate 
in person for certain activities as re quired. 

There is a difference between telework and duty to accommodate. We have employees that have both 
but that should be defined. This point on page 6 of the appendices partially covers it but it would be 
preferable to see it addressed in the policy itself. 

# From appendices: When required by the delegated manager and with reasonable notice, the 
employee will return to the designated work! jlace at their own expense to work on 
urgent/operational priorities. (Note that it is not just urgent / operational priorities that could 
bring an employee into the workplace but also important meetings, workshops, town halls, 
team retreats, training, etc.) 

* Full-time telework carries the risk of isolation and disconnection from colleagues. While we are working hard to 
put collaboration tools in place, these tools still will not replace the benefits of being face to face with 
colleagues. 

Emp bani will be in several locations across the country. Groups understand the importance of 
creating that team connection and are planning and budgeting for those em ployees to travel to Ottawa 
at least a couple of times a year for that team building aspect. The same should hold true for local 
employees with telework arrangements. Again, if It Is a duty to accommodate situation that would 
change the expectation of occasionally being on site. 

e inthe Definitions section, for the "Long distance teleworking” - it might be useful to specify both a minimum 
and maximum distance . Maximum because it may be feasible to have someone teleworking from Halifax or 
Vancouver but management may not like that idea. Perhaps there should be more parameters established for 
this. 


iC 
g , 
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e There are questions regarding the requirement for Occasional telework: 
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are we really proposing an agreement for occasional telework? Would it be better placed under the “as 
required" telework? 

don't think we need the burden of a formal agreement for occasional telework of 1-3 days per month 
for employees who need the odd day. Would suggest however that given it is more difficult for 
management to telework, that we give each and every manager an occasional telework agreement. 
That says to new managers that the organization is flexible and supportive of managers being able to 
work off site as needed. Most of us do that now but standardizing it would ensure all managers have 
that flexibility. 

e Within the Policy Requirements, should there be a statement that indicates the level of protection of the 
telework agreement (e.g. Protecter dB B! once complete, 

e Where the conditions are listed prior to the approval of the Telework arrangement, the fourth bullet about the 
conditions being met, there should be a sub-bullet that if a telework arrangement is due to a medical condition 
(referencing the Duty to Accommodate), a doctor's note should be provided to the delegated manager to 
properly identify a suitable telework arrangement with the employee where functional limitations exist. 

e Where the conditions are listed prior to the approval of the Telework arrangement, suggest changing the 
wording of the first sub-bullet Hi urth bullet, first sub-bullet) to 'the nature of the work to be performed is 
operationally feasible in a telework context. 

e. With regard to the Telework Agreement being reviewed six months into the arrangement and to last a 
maximum of 12 months, why is it so prescriptive? Telework agreements can be shorter than 6 months, so this 
requirement wouldn't a Fa Telework agreements can be reviewed any time at the employee's or delegated 
manager's request. Would suggest rewording this but with a best practice that it's reviewed with the employee 
at least once before the end a te 

e Within the roles and responsibilities section, we're not sure what the second bullet, about providing the 
employee with counselling and guidance about telework is referring to. Some examples would be helpful to 
understand this one. 

e The note within the Delegated Manager (supervisor) section of the roles and responsibilities (R&R) about the 
T 12200 form — beue d this be merged with the one regarding taxes after the employee responsibilities? The 
content is substantially similar and seems like a duplicate effort to keep the two notes separate. 

e Within “ui eemp iain portion of the R&R, would suggest that internet and telephone costs also be included in 
the maintaining costs associated with the Telework place (hydro, etc.) 


xm 


e Previ ious versions of this telework agreement had wording regarding advising the employee to consult their 
ba rgaining agent before undertaking a telework agreement, 
Was there a reason this was removed? 
o What is tne role of the bargaining agent? It might be beneficial to outline the roles and responsibilities 
of employees, managers and bargaining agents in the establishment of telework agreements. 

e Annual Review of the Telework Agreement: the table requires the signature of the director while the telework 
agreement itself requires the delegated manager's signature 

e list of Material: Consider adding a table that lists the material/equipment that the employee is supplied with to 
p secus their job function from their telework location (along with what will NOT be provided, such as a 
printer) 

s  Pre-Requirements for Teleworkers: consider ad d ing wording to the third bullet to make the expectations around 
performance explicit (Le. achieves a "succeeds" or "succeeds +” in their performance reviews). 

e Employee Self-Assessment: Rather than present this as "check boxes”, consider requiring the employee to write 
a text supporting their request for telework and list the following questions as points to consider when 
elaborating their case, 

e suggest that the second last item in the checklist [page 3) be updated so that it starts with the word "ensures" 
(take out "take the e necessary steps") 

# agreement condition # 8 «should EE wording to indicate meeting at the designated workplace, For 
example, add erik text: ... manager and will, when necessary, meet at the designated workplace to 
review the work...’ 


e agreement condition 8 13 suggest including internet and telephone, specifically, in addition to current list 
(rather than "etc.") 
e agreement condition # 15 — agree that this should be changed to have the employee bring the equipment to 


their designated vec or the closest CBSA office, if they are working Long Distance 

+ agreement condition 8 16 — why would the teleworker need to bring the workstation to the office on a regular 
hasis for rer Wouldn't the patches get pushed to their machines? 

e Agreement condition # 20 — suggest that the wording of this condition doesn't align to the contract aspect of 
the agreement (e.g. "the emplovee will "p suggest including this aspect in the policy and then any reference to 
the employee having to take the training would remain in this section. 

e Agreement condition # 28 — timeline of at least once every 12 months doesn't align with the policy, which 
requires a review at six months and max at 12 months. Is the intention to have a review only part-way through? 

e  inappendix A, 

In #22 —does it count as an official inspection under OHS? 

part B — why does the manager need to sign? Is it only to show receipt of the document? If so, would 
suggest making that element more clear, because wouldn't it be the employee has to state the 
information is correct, not the manager? 

H27: suggest provide specific details regarding what constitutes a breach in the telework environment 
and the ap aptopriate/regt uired reporting steps 

e In appendix B, Physical Elements | 

o Why does the room vere telework is to take place have to have a lock-able door? If the laptop has to 
be locked up, and the equipment turned off and logged out of, why is a lock needed? If it is needed, 
does the employee need to lock the door when they leave the room? 

o The sixth bullet, that ps employee must allow periodic visits by the manager or CBSA security, 
contradicts condition 825 in the agreement 

e inappendix C 


Oo part AG, for the manager, the second bullet, "see B.5 ...." should be removed as it is not relevant to 
CBSA 


o part A12 

* first paragraph ~ “Some employees may need only a pen and some paper" should be removed; 
it's not valid 

* third paragraph - wouldn't all IT equipment need to connect to the network? 

* Third paragraph — are the references to PSPC policies (the hyperlinks) valid and applicable to 
CBSA employees as well? If not, aren't there corresponding CBSA policy links that should be 
used instead? 

* The last two paragraphs are duplication of previous content 

Part B8 — Workplace 2.0 is not relevant to CBSA 
Part C7 —the reference to Protected A, Bor C — the policy referred to Protected B. Is this difference 
intentional? What is + purpose? 


Overall comments on ihe pro posed documentation: 
€ There are a n ed references to other government departments (OGDs) and OGD tools and policies in both 

| documents (e. s My GCHR}. This needs to be cleaned up. 

| e Formatting ad nomenclature is inconsistent. In some cases certain terms are in initial caps whereas others they 

| are not (e.g. Telework Place vs Telework place vs telework place). In other instances different names are used 

for what seems believe is the same thing (e.g. Telework Agreement vs Telework Plan and Telework Agreement 


ERU € 


vs Telework Agreement Arrangement Docume nt) 

# Itshould be clearer re: Telework Request Form vs a Telework Agreement. It should link the two somehow. Are 
they different, are Pr the same. Is the Agreement the completed telework request form? 

e  Teleworker needs to be defined. 


The following comments are based on discussions we have been having within the branch on the future of telework — 


these are considerations that we have as a mandat gement team. it would be ideal if the policy was able to address some 


of these. in other cases where decisions are at the branch’s/manager’s discretion, please let me know if we are on the 
right track ~ if not, we would appreciate clarification. 


Comment/ understanding of goals : 
e Consistent approach to unsuitable functions/people 

> Requirement for access to classified networks 
o Requirement for in-person support 
o Employees who require closer and/or more hands-on direction and supervision 
o Poor performers (substantiated by the PMA cycle) 
G nequiremet nt to do work that cannot be taken home 
o Requirement for hands-on work 
o Requirement to deal with physical records that cannot leave the workplace 

o Reguirement to use specialized equipment that cannot leave the workplace 


s Required tools, etc 

o Paberléss processes, inci digital signature capability 

o Routine, predictable timing for meetings 
insert PMA measurements for autonomy, etc 
Videoconierencing 

o Collaborative tools 

o Common approach to hours of work 
Clear expectations for managers AND employees 


o Need to coordinate schedules (to ensure coverage) 

a Need to combat alienation 
infra str ucture may need improvements (datacentre bandwidth, etc) 
Administrative burden (E.g. how to keep all staff informed of issues/direction/etc in an efficient and 
time " y manner) 

o Time zones 

e Other considerations 

Callback for Ops requirements 

o Core business hours 

3 Need clarity 

o Maybe need to be present at the office for a while to get to know your co-workers 
Should be regularly revi er with employees 
What about phones? If only cellular, does it make conference calls more difficult? 


I know there is a lot of information here and you are juggling the needs of many while trying to provide general 
guidance to a workforce with diverse work requirements (i.e. BSO vs HQ staff). We appreciate the opportunity to 


engage with you on this! 


Regards, 


Director General | Directrice générale 
Corporate Projects and Portfolio Management Directorate | Direction des affaires, des projets corporatifs et de la gestion 


Business 
du portef euilié 

rarmaton, s Science and Technology Branch | Direction générale de l'information, des sciences et de la technologie 
Services Agency | Agence des services frontaliers du Canada 


Canada Borde 
Tel (343) 291-7; 
Celi (t 
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From: Fodor, Dana 
Sent: January 28, 2019 4:34 PM 


SIM 


To: : Burke, Julie e<] Julie, e. Bur rkeioch: C, 80.03 a>; Binet, Genevieve <Genevieve. Bi teist et gc.ca» 


ualtieri@chsa- 


aste. ec.ta> 
Subject: RE: Telework Policy consultation 


Goad afternoon, 


Following the meeting we had this afternoon, | provide you with a draft copy of the updated documents 
for your review and comments ~ this is more for the readiness E this new policy. 


Should you need to discuss further details, please do not hesitate to contact Julie or Francesca. 
Thank you. 


Dana Fodor 

conseillère princi in ile en relations travail | Senior Labour Relations Advisor 

Agence des services frontaliers du Canada | Can ond Bo rder Services Agency 
100 ) Met alte Street t | 100, rue Me tcalfe, Ottawa ONK dA z 

ee | Tel: 613-957-8251 | fax: 613-948-9838 


ATS | TTY: 1-866-335-3237 


rtu de la loi sur l'Accès à l'information 


CBSA - Released.u rr GR Le "d 
mation, 
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Burke, Julie 


From: Burke, Julie 

Sent: February 13, 2019 04:49 PM 

To: Binet, Geneviève 

Cc: Tremblay, Daniel; Gualtieri, Francesca; Chartier, Isabelle; Maisonneuve, Justine 
Subject: RE: Telework Policy consultation 

Attachments: Alternate Work Arrangement - Telework Policy.pdf 


Good afternoon Genevieve, 


Thank you for providing comments on the draft policy. We have done a lot of work on the 


Policy since our meeting, the guidelines need some serious attention. 


We are going to ECHR tomorrow to get aoe on the Policy and we will be going to One/HR 


w ie 


in March to work on the implementation plan 


| have attached the latest draft of the Policy, it addresses a lot of the concerns listed 
below. Again, much work needs to be done on the guidelines and | will be doing that over the 
its will be very helpful in this exercise. 


next few weeks. Your comme! 
thanks 


estie Burke 

Director, Workplace Issues Management 

Canada Border Services Agency / Government of Canada 

Julie. Burke Øcbsa-asfr.gc.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie Burke@chsa-asfc.ac.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Binet, Geneviève 

Sent: de 15, 2013 11:31 AM 

Cc: : Burke; ne xlulie.Burl keða zx Tremblay, Daniel «Daniel. Tremblay @cbsa-asfc.gc.ca>; Gualtieri, 
Francesca <Francesca.Guaitieri@cbsa-asfc.gc.ca>; Chartier, Isabelle <lsabelle Chartier@cbsa-asfc.gc.ca>; Maisonneuve, 
Justine <Justine.Maisonneuve @cbsa-asfc.gc.ca> 

Subject: RE: Telework Policy consultation 


Good morning, 


We've socialized the draft policy with our DG table so that we could provide you with high level feedback on the content 
of the policy. What are the planned next steps — Le. timing for OneHR? 


i 
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We've broken down the comments into various groupings: 


Policy: 


x 


8 


References to the document being a PSPC policy should be changed to CBSA. 
in the definitions, where there is mention in the "Cost Effective" definition about costs being recouped during 


telework, how will costs be recouped: The remainder of the document does not reference this so there is 


DAS 


uncertainty around it. Suggest either removing the reference or clarifying it. 
In the "Secure Remote Access" definition, there is the statement that "Having remote access does not define an 


employee as a teleworker." We believe the comment is out of place within this definition and should be 


included in the main body of the policy, rather than in the definitions. 


There are concerns that there is no wording stating that having a full-time telework arrangement does not 


include never having to come into the office for meetings, t raining, etc, 
in person for certain activities as required. 

© There is a difference between telework and duty to accommodate. We have employees that have both 
but that should be defined. This point on page 6 of the appendices partially covers it but it would be 
preferable to see it addressed in the policy itself. 

= From appendices: When required by the delegated manager and with reasonable notice, the 
employee will return to the designated workplace at their own expense to work on 
urgent/operational priorities. (Note that it is not just urgent / operational priorities that could 
bring an employee into the workplace but also important meetings, workshops, town halls, 
team retreats, training, etc.) 
Full-time telework carries the risk of isolation and disconnection from colleagues. While we are working hard to 
put collaboration tools in place, these tools still will not replace the benefits of being face to face with 
colleagues, | 

o Employees will be in several locations across the country. Groups understand the importance of 
creating that team connection and are planning and budgeting for those employees to travel to Ottawa 
at least a couple of times a year for that team building aspect. The same should hold true for local 
employees with telework arrangements. Again, if it is a duty to accommodate situation that would 
change the expectation of occasionally being on site. 

in the Definitions section, for the "Long distance teleworking" - it might be useful to specify both a minimum 
and maximum distance . Maximum because it may be feasible to have someone teleworking from Halifax or 
Vancouver but management may not like that idea. Perhaps there should be more parameters established for 
There are questions regarding the requirement for Occasional telework: 

o . are we really proposing an agreement for occasional telework? Would it be better placed under the "as 
required" telework? 

o don’t think we need the burden of a formal agreement for occasional telework of 1-3 | days per month 
for employees who need the odd day. Would suggest however that given it is more difficult for 
management to telework, that we give each and every manager an occasional telework agreement. 
That says to new managers that the organization is flexible and supportive of managers being able to 
work off site as needed. Most of us do that now but standardizing it would ensure all managers have 
that flexibility. 

Within the Policy Requir irements, should there be a statement that indicates the level of protection of the 
telework agreement (e.g. 2. Protected B) once complete. 

Where the conditions are listed prior to the approval of the Telework arrangement, the fourth bullet about the 
conditions being met, there should be a sub-bullet that if a telework arrangement is due to a medical condition 
(referencing the Duty to Accommodate}, a doctor's note should be provided to the delegated manager to 
properly identify a suitable telework arrangement with the employee where functional limitations exist. 


There should be an expectation that if logistically possible, full-time telework employees will participate 


etia 


ur l'Accès 
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e Where the conditions are listed prior to the approval of the Telework arrangement, suggest changing the 
wording of the first sub-bullet (fourth bullet, first sub-bullet) to 'the nature of the work to be performed is 
operationally feasible in a telework context’. 

e With regard to the Telework Agreement being reviewed six months into the arrangement and to last a 
maximum of 12 months, why is it so prescriptive? Telework agreements can be shorter than 6 months, so this 
requirement wouldn't apply. Telework agreements can be reviewed any time at the employee's or delegated 
manager's request. Would suggest rewording this but with a best practice that it's reviewed with the employee 
at least once before the end date. 

e Within the roles and responsibilities section, we're not sure what the second bullet, about providing the 

employee with counselling and guidance about telework is referring to. Some examples would be helpful to 
understand this one. 

e The note within the Delegated Manager (supervisor) section of the roles and responsibilities (R&R) about the 
12200 form — could this be mei rged with the one regarding taxes after the employee responsibilities? The 
content is substantially similar and seems like a duplicate effort to keep the two notes separate. 

e Within the employee portion of the R&R, would suggest that internet and telephone costs also be included in 
the maintaining costs associated with the Telework place (hydro, etc.) 


Appendices: 

* Previous versions of this telework agreement had wording regarding advising the employee to consult their 
bargaining agent before undertaking a telework agreement. 

o Was there a reason this was removed? 
o What is the role of the bargaining agent? It might be beneficial to outline the roles and responsibilities 
of employees, managers and bargaining agents in the establishment of telework agreements. 

e Annual Review of the Telework Agreement: the table requires the signature of the director while the telework 
agreement itself requires the delegated manager's signature 

e List of Material: Consider adding a table that lists the material/equipment that the employee is supplied with to 
perform their job function from their telework location (along with what will NOT be provided, such as a 
printer) 

e Pre-Requirements for Teleworkers: consider adding wording to the third bullet to make the expectations around 
performance explicit (i.e., achieves a “succeeds” or "succeeds +” in their performance reviews). 

e Employee Self-Assessment: Rather than present this as "check boxes", consider requiring the employee to write 
a text supporting their request for telework and list the following questions as points to consider when 
elaborating their case. 

e Suggest that the second last item in the checklist (page 3) be updated so that it starts with the word "ensures" 
ee out “take the necessary ge b 


exa ample, ud n enl shted text: ... manager and 4 will, when ri acessary, meet at the GE sente to 
review the work... 

e agreement condition # 13 — suggest including internet and telephone, specifically, in addition to current list 
(rather than "etc.") 

e agreement condition # 15 — agree that this should be changed to have the employee bring the equipment to 
their designated workplace or the closest CBSA office, if they are working Long Distance 

e agreement condition # 16 — why would the teleworker need to bring the workstation to the office on a regular 
basis for updates? Wouldn't the patches get pushed to their machines? 

e Agreement condition # 20 — suggest that the wording of this condition doesn't align to the contract aspect of 

the agreement (e.g. "the employee will"); suggest including this aspect in the policy and then any reference to 

the employee having to take the training would remain in this section. 

+ Agreement condition # 28 — timeline of at least once every 12 months doesn't align with the policy, which 
requires a review at six months and max at 12 months. Is the intention to have a review only part-way through? 

* In appendix A, 

© in #22 — does it count as an official inspection under OHS? 
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part B ~ why does the manager need to sign? Is it only to show receipt of the document? If so, would 
suggest makin ig that element more clear, because wouldn't it be the employee has to state the 
information is correct, not the manager? 

o #27: su past provide specific details regarding what constitutes a breach in the telework environment 
and the appropriate/ required reporting steps 

s Inappendix B, Physical Elements: 

o Why does the room where telework is to take place have to have a lock-able door? if the laptop has to 
be locked up, and the equipment turned off and logged out of, why is a lock needed? If it is needed, 
does the employee need to lock the door when they leave the room? 

o The sixth bullet, that the employee must allow periodic visits by the manager or CBSA security, 
contradicts condition #25 in the agreement 

® In appendix C 
o part A6, for the manager, the second bullet, “see 8.5 ....” should be removed as itis not relevant to 
d part A12 


* first paragraph — "Some employees may need only a pen and some paper" should be removed; 


it's not valid 
= third paragraph — wouldn't all IT equipment need to connect to the network? 
= Third paragraph — are the references to PSPC policies (the hyperlinks) valid and applicable to 
CBSA employees as well? If not, aren't there corresponding CBSA policy links that should be 
used instead? 
a The last two paragraphs are duplication of previous content 
oO Part B8 — Workplace 2.0 is not relevant to CBSA 
o PartC7 -the reference to Protected A, B or C — the policy referred to Protected B. Is this difference 
intentional? What is the purpose? 


Overall comments on the proposed documentation: 

e There are repeated references to other government departments (OGDs) and OGD tools and policies in both 
documents (e.g. My GCHR). This needs to be cleaned up. 

e Formatting dad. nomenclature is inconsistent. in some cases certain terms are in initial caps whereas others 


they are not (e.g. Telework Place vs Telework place vs telework place). In other instances different names are 


Agreement vs Telework Agreement Arrangement Document) 
* It should be clearer re: Telework Request Form vs a Telework Agreement. It should link the two somehow. Are 
thev different, are they the same. Is the Agreement the completed telework request form? 
e  feleworker needs to be defined. 


The following comments are based on discussions we have been having within the branch on the future of telework — 

these are considerations that we have as a management team. It would be ideal if the policy was able to address some 

of these. In other cases where decisions are at the branch's/manager's discretion, please let me know if we are on the 
right track — if not, we would appreciate clarification. 


Comment/ understanding of goals : 
e Consistent approach to unsuitable functions/people 

o Requirement for access to classified networks 
o Requirement for in-person support 
o Employees who require closer and/or more hands-on direction and supervision 
o Poor performers (substantiated by the PMA cycle) 
o Requirement to do work that cannot be taken home 
o Requirement for hands-on work 
o Requirement to deal with physical records that cannot leave the workplace 
o Requirement to use specialized equipment that cannot leave the workplace 


ur l'Acces 


e Required tools, etc 
o Pa Dele ss processes, inc! digital signature capability 
Routine, predictable timing for meetings 
insert PMA measurements for autonomy, etc 
Videoconferencing 
Collaborative tools 
o Common approach to hours of work 
o Clear expectations for managers AND employees 
e Barriers 
Need to coordinate schedules (to ensure coverage) 
o  Needto combat alienation 
Infrastructure may need improvements (datacentre bandwidth, etc) 
Administrative burc des (E.g. how to keep all staff informed of issues/direction/etc in an efficient and 
timely manner) 
+ Time zones 
t Other considerations 
Callback for Ops requirements 
o Core business hours 
o Need clarity 
Maybe need to be present at the office for a while to get to know your co-workers 
o Should be regularly reviewed with employees 
What about phones? If only cellular, does it make conference calls more difficult? 


| I know there is a lot of information here and you are juggling the needs of many while trying to provide general 
guidance to a workforce with diverse work requirements (Le. BSO vs HQ staff). We appreciate the opportunity to 
engage with you on this 


Regards, 


Genevieve Binet 

Director General | Directrice génerale 
Business, Corporate Projects and Portfolio Management Directorate | Direction des affaires, des projets corporatifs et de la gestion 
du portefeuille 

informatio: Nen nce and Technology Branch | Direction générale de l'information, des sciences et de la technologie 
Canada Border Services Agency | Agence des services frontaliers du Canada 

Tel (343) 291-7733 
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From: Fodor, Dana 
Sent: January 28, s 4:34 PM 
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Subject: RE: Telework Policy consultation 


Good afternoon, 


CBSA - Released under the Acc: du 
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Following the meeting we had this afternoon, I provide you with a draft copy of the updated documents 
for your review and comments — this Is more for the readiness for this new policy. 


Should you need to discuss further details, please do not hesitate to contact Julie or Francesca. 
Thank you. 


Dana Fodor 

Conseillère principale en relations 1 n | Senior Labour Relations Advisor 
Agence des services frontaliers du Canada | Canada Border Services Agency 
100 Metcalfe Street | 100, rue | sen | , Ottawa ON KIA OLS 
— Bchsa-asfe gcc ca | Tel: 613-957-8251 | fax: 613-948-9838 
ATS | TTY : 1-866-335-3237 
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Policy Statement 
It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


Effective Date 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its emplovees on various levels such as: 


l. attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance; 


Objectives 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Delegated Manager — a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework — a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 
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Participation in a telework arrangement is voluntary; no employee shall be required to telework. 
similarly, telework is a privilege. not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


b 


The approval of a Telework arrangement shall be made on a case-by-case basis. 

The parameters of a telework arrangement must be recorded using the relework request form. 
The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 

A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. | 


The Telework Agreement will be reviewed at a minimum, every six months. 
The Telework Agreement will automatically be reviewed: 

o if the work objectives and priorities are not being met: 

o inconjunction with the performance management cycle: 

o upon request by the employee or the delegated manager: 

o inan urgent situation, at the request of the delegated manager. 
The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (i.e. caring for an ill family member, caring for children during Professional 
Development days). 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


the nature of the work to be performed is suitable for telework: 

the work to be performed does not require the printing of documents; 

the emplovee can always be reached by phone during the working hours as outlined in the 
telework agreement; 

the employee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place; 

the equipment required is available; 

the results of the work performed in telework can be objectively measured; 

the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

service delivery to clients is not negatively impacted: 

the approval of telework should be cost effective: 

the equipment used for the teleworking arrangement complies with the relevant CBSA policies: 
all relevant legislation including the Canada Labour Code Part [I and associated regulations. 
policies, guidelines, terms and conditions of employment. collective agreements and the Code of 
Conduct are respected: 

the custodial arrangements for management of information at the Telework site meets security 


requirements; 
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¢ security or protection of the information or other CBSA assets is not compromised at the 
telework workplace; 
e there are no performance or conduct issues: 
+ other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 
Failure to adhere to the above may lead to the termination of the Telework Agreement. 
Å Telework Agreement can be ended by either party with four weeks’ notice. Where management is 


ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


Roles and responsibilities 


The Delegated manager (supervisor) and teleworking employee are responsible for fulfilling their 
respective Telework Policy and Telework Agreement obligations. 


Delegated Manager 


* Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework: 

e Ensure that the conditions described in the Policy requirements section are met before approving 
any proposed Telework Agreement and maintained throughout the duration of the arrangement. 

« Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 

+ Determine the equipment and supplies required to carry out the work assigned 

+ Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Employee 

+ Review, understand and comply with this policy. 

+ Adhere to all relevant legislation including the Canada Labour Code Part Il and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

e Ensure that his or her Telework place: | 

o isa suitable working environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; 

o conforms to municipal zoning regulations; and 

o meets the health and safety requirements of the Canada Labour Code, Part H and its 
Regulations. 
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+ While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part Il 
and its Regulations: 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy: 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 
+ Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 
« Is responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


Director General, Labour Relations and Compensation 


e Provide advice and guidance on the application of the Policy; 
e Provide reports on telework agreements in place and compliance with the policy; 
+ Review and update the Policy from time to time 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


erences 


+ Canada Labour Code 

s Code of Conduct 

« Conflict of Interest and Post Employment 

+ Information Security Policy 

s Policy on the Use of Electronic Resources 

» Policy on Information Technology (IT) Security 
e Federal Public Service Labour Relations Act 

+ Relevant collective agreements 

+ Security Policy 

e Appropriate Use of Electronic Networks 


Enquiries 


Enquiries regarding this Policy should be forwarded to Labour Relations. 
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Burke, Julie 


From: Rigg, Jacqueline 


Sent: February 15, 2019 01:36 PM 

To: Thibodeau, MarcR (HRB-HQ)J; Burke, Julie 
Subject: FW: Alternate work arrangements 
Attachments: rc485-17e. pdf; rc486-17e.pdf 


Jacqueline Rigg 

Vice-President, Human Resources Branch 
Tel: 613-948-3180 

Vice-présidente, Direction générale des ressources humaines 
Tel: 613-948-3180 


From: Anawati, Lisa 

Sent: February 15, 2019 8:00 AM 

To: Rigg, Jacqueline 

Subject: Alternate work arrangements 


Hi Jacqueline, 


As promised attached are questionnaires designed to help managers and employees reflect before they make the 
decision to enter into a telework arrangement. 


CRA has had a telework policy for years and their infozone site (which is accessible from Atlas) has a lot of useful 
information including a step -by-step guide, suggestions for training health and safety, security etc. 


I hope this helps 


Lisa 


l'E | Canada Revenue Agence du revenu 
| Agency du Canada 


Virtual Work Arrangement 
su Me Evaluation - pr es pr 


voti Thi s Questionnaire will td you to y discuss the subisat v with your manager. 
1. Evaluation of personal characteristics 
| Questions to ask to determine whether 1 am a good candidate for virtual work 


| Do | have jööd communicati on ski lis? 
Amila self- moti vated person? ? 
| Am | results- oriented? 


AmI capable of seting my pri iorities and managing my! time? 


| Am | capable of working independently (without needing constant supervision or feedback)? 


| Am | self- disci iplined (ihe hom e has numerous distractio 

| am | seit-uffi ent and do i have initiative? 

| Am | comfortable working with reduced social contacts” is? 
| Do | have gourd know ledge of ihe WOIK? 


Do have good technol og! ical skills’ 


The necessity to have access to wark tools such as the | library, reference documents, photocopier, computer, and 
| ihe expertise of colleagues. 


| The estab! ishment of measurable work objectives, the evaluation of performance and supervision (behaviour observed 
ata distance). 


| Long- term i impact on promotion opportunities (e. g. elati ionships, professional network, visibility, new responsibilities, and | [.] v 
| temporary promotions). j| 


r3 0  ] 
RABS E (17) (Ce formulaire existe en francais.) Canad à 


| +] Canada Revenue — Agence du revenu 
|^ Agency du Canada 


Virtual Work Arrangement 
Suitability Evaluation — Manager Questionnaire 


This evaluation questionnaire will help you determine whether the employee has the ideal personal characteristics and whether the request is operationally 
feasible, 


Is the employee capable of setting priorities and managing time? 


| For Telework Requests Only 


RC488 E (17) (Ce formulaire existe en francais.) 


Canada 


From: Burke, Julie 

Sent: February 15, 2019 04:26 PM 

To: McKinnon, Chastity; MacPhee, Jennifer; Oslund, Jodi; Smith, Janis; Laurencelle-Peace, 
Lisa; Grewal, Jyoti; Wright, Melinda; Fortin, Lily-Claude; Baxter, Shawna 

Cc: Nasrallah, MichelN 

Subject: Telework Policy 

Attachments: Telework Policy.pdf; FR Telework Policy.pdf 


Please find attached the CBSA Telework Policy that was endorsed at EC yesterday. The Policy 


wil! not come into effect until April 1, 2019 with a phased in approach. 


+ 


Over the coming weeks we will be developing guide 
well as a Comms plan. 


lines, QRAS etc to support managers as 


Have a great weekend. 


Salie Burke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
Julie. Burke @cbsa-asfc.gc.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


Canada 


Services Agency 


Agence des services 


frontaliers du Canada 
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Policy Statement 


It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. | 


Effective Date 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


Preamble 

CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. ` 


Telework can benefit both the organization as well as its employees on various levels such as: 


attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance: 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Delegated Manager - a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework — a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 
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Policy Requirements 


Hat 


Participation in a telework arrangement is voluntary; no employee shall be required to telework. 
Similarly, telework is a privilege. not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


The approval of a Telework arrangement shall be made on a case-by-case basis. 

The parameters of a telework arran gement must be recorded using the relework request form. 
The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 

A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 


The Telework Agreement will be reviewed at a minimum, every six months. 


o ifthe work objectives and priorities are not being met; 

o inconjunction with the performance management cycle; 

> upon request by the employee or the delegated manager: 

o inan urgent situation, at the request of the delegated manager. 
The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (Le. caring for an ill family member, caring for children during Professional 


Development days). 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


p 


the nature of the work to be performed is suitable for telework; 
the work to be performed does not require the printing of documents; 
e reached by phone during the working hours as outlined in the 


the employee can always I 
telework agreement; 

the employee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place; 

the equipment required is available; 

the results of the work performed in telework can be objectively measured: 

the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

service delivery to clients is not negatively impacted; 

the approval of telework should be cost effective: 

the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 
all relevant legislation including the Canada Labour Code Part I and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected; 

the custodial arrangements for management of information at the Telework site me 


requirements; 
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+ security or protection of the information or other CBSA assets is not compromised at the 
telework workplace: 

+ there are no performance or conduct issues; 

+ other founded Code of Conduct issues that may be unrelated to the telework but would require 


the employee's return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks' notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 


out the work assigned. 


Roles and responsil 


* #3 


respective Telework Policy and Telework Agreement obligations. 


E 


Delegated Manager 

+ Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework: 

e Ensure that the conditions described in the Policy requirements section are met before approving 
any proposed Telework Agreement and maintained throughout the duration of the arrangement. 

« Ensure that the employee is aware of their obligations pursuant to the Canada Labour Code 
Part ll and review the working conditions with the employee to identify health and safety 
concerns. 

+ Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 

* Determine the equipment and supplies required to carry out the work assigned 

« Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Employee 

« Review, understand and comply with this policy. 

e Adhere to all relevant legislation including the Canada Labour Code Part IT and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

e Ensure that his or her Telework place: 

o isa suitable working environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; 
o conforms to municipal zoning regulations; and 


l'informéion 


o meets the health and safety requirements of the Canada Labour Code, Part II and its 
Regulations. 


e While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part II 
and its Regulations: 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy: 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 
« Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 
+ Isresponsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


^ uw 


Director General, Labour Relations and Compensation 


e Provide advice and guidance on the application of the Policy: 
e Provide reports on telework agreements in place and compliance with the policy; 
e Review and update the Policy from time to time 


** 


Monitoring and Reporting 


3 


Fours 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements, 


Main References 


s Canada Labour Code 

e Code of Conduct 

* Conflict of Interest and Post Employment 

* Information Security Policy — — 

+ Policy on the Use of Electronic Resources 

e Policy on Information Technology (IT) Security 
e Federal Public Service Labour Relations Act 

* Relevant collective agreements 

+ Security Policy 

e Appropriate Use of Electronic Networks 


Enquiries regarding this Policy should be forwarded to Labour Relations. 
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La présente politique de l'Agence des services frontaliers du Canada (ASFC) vise à appuyer les demandes 
de télétravail des employés, sous réserve de certaines conditions, lorsqu'il est possible d'accomplir la 
nature du travail sur le plan opérationnel et qu'il est rentable. 


Jate d'entrée 


en vigueur 


La politique entre en vigueur le 1*' avril 2019 et elle doit être exécutée lorsque les critères de réussite sont 
en vigueur. 


Préambule 


SFC s'est engagée à mettre en valeur le bien-étre en milieu de travail ainsi qu'à faire place aux régimes 

de trav ail non conventionnels qui tiennent compte des progrès technologiques, de l'évolution de la culture 
du milieu de travail ainsi que de la sensibilisation croissante de la population à l'égard des répercussions 
environnementales et sociales des déplacements entre la maison et le travail. Le télétravail est un régime 
de travail flexible pouvant étre utilisé par la direction, à sa discrétion, en fonction de ce qui précede. Cette 
option doit être réalisable sur le plan opérationnel et contribuer à l'atteinte des objectifs de l'organisation. 


Le télétravail peut étre avantageux tant pour l'organisation que pour les employés, notamment : 
|. La capacité d'attirer et de maintenir en poste des employés hautement qualifiés; 


2. Offrir diverses options pour équilibrer la vie professionnelle et la vie personnelle. 


Permettre aux employés de travailler à un autre endroit que le le lieu de travail désigné, tout en continuant 
de contribuer à l'atteinte des objectifs organisationnels et à la rentabilité de VASFC. 


Gestionnaire délégataire — gestionnaire de I ASFC de niveau 3. 


Lieu de travail désigné — emplacement où l'employé devrait normalement travailler en l'absence d'une 
entente de télétravail. 


Télétravail — régime de travail officiel convenu par écrit dans le cadre duquel un employé remplit une 
partie ou l'ensemble de ses fonctions ailleurs qu'au lieu de travail désigné, et ce, de facon uniforme et 
périodique (p.ex. une journée par semaine), tel que précisé dans une entente de télétravail. Cela ne 
comprend pas des événements ponctuels où un employé travaille à un endroit autre que le Heu de travail 
désigné. 


es de la politique 


La participation au régime est facultative, c'est-à-dire qu'aucun membre du personnel ne peut être tenu 


de télétravailler. De méme, le télétravail est un privilége et non un droit, et chaque cas sera traité 


séparément. Les critères de réussite devant être respectés avant la mise en œuvre d'une entente de 
télétravail sont les suivants : 


[D approbation des demandes de participation au télétravail d'une entente de télétravail sera traité 
séparément; fera-eas-par-eas: 

e Les paramètres d une telle entente doivent être consignés dans un formulaire de demande de 
télétravail: 

« Une entente de télétravail doit être remplie et signée par l'employé et par le gestionnaire 
délégataire avant le début de l'entente de télétravail: 

+ Une copie de l'entente de télétravail doit être fournie à la Direction des relations de travail et de la 
rémunération: 

« L'entente de télétravail doit être révisée à tous les six mois: 

«  L'entente de télétravail sera automatiquement révisée : 

o Si les priorités et les objectifs de travail ne sont pas respectés: 

Conjointement avec le cycle de gestion du rendement: 

À la demande de l'employé ou du gestionnaire délégataire; 

o En cas d'urgence. à la demande du gestionnaire délépataire. 

+ Les parties conviennent que les situations ponctuelles de télétravail ne sont pas visées par la 
présente Politique. De plus, le télétravail au titre de ladite politique ne doit pas servir à faciliter des 
obligations à temps plein en matière de soins familiaux (p. ex. s'occuper d'un membre de la famille 
malade; s'occuper d'enfants durant des journées de perfectionnement professionnel). 


o OG 


Avant l'approbation, et durant toute la durée de l'entente de télétravail, le gestionnaire délégataire doit 
veiller au respect et au maintien des conditions suivantes : 


e La nature du travail à effectuer doit convenir au télétravail: 

e Le travail à effectuer ne requiert pas l'impression de documents; 

e Il est toujours possible de joindre l'employé par téléphone durant les heures de travail, 
conformément à l'entente de télétravail: 

e Un seul appareil (politique d'un appareil) peut être fourni à l'employé pour le travail å effectuer 
au lieu de travail désigné et de télétravail: 

+ l'équipement requis doit être disponible: 

+ Les performances du travail effectué par télétravail peuvent être mesurées objectivement: 

+ La qualité et la quantité globales du travail effectué au lieu de télétravail doivent être soutenues et 
répondre pleinement aux attentes en matiére de rendement; 

+ Le télétravail ne doit avoir aucune incidence défavorable quant à la prestation des services au 
public; à la clientéle; 

e  L'approbation du télétravail doit être rentable: 

e Le matériel utilisé pour le télétravail doit être conforme aux politiques pertinentes de VASFC; 
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¢ Toutes les lois pertinentes, y compris la Partie II du Code canadien du travail et ses rè glements 
connexes, les politiques, les lignes directrices, les modalités d'emploi, les conventions collectives 
et le Code de conduite sont respectés; | 

+ Les modalités de responsabilité concernant la gestion de l'information au lieu de télétravail 
répondent aux exigences en matière de sécurité; 

+ Lasécurité ou la protection de l'information et d'autres actifs de l'ASFC ne sont pas compromises 
par le lieu de télétravail: 

e [n'y a aucun probléme de rendement ou de comportement; 

+ Ilya d'autres problèmes relativement au Code de conduite qui ne sont peut-être pas liés au 
télétravail, mais qui exigent le retour de l'employé au lieu de travail désigné. 


Un manquement à ces exigences peut entrainer l'annulation de l'entente de télétravail. 


L'une ou l'autre des parties peut mettre fin à une entente de télétravail en fournissant un préavis de quatre 
semaines. Lorsque la direction met fin à l'entente, le gestionnaire délégataire doit fournir par écrit à 


PU 


l'employé concerné les motifs de la fin à l'entente. 


L'ASFC doit fournir à l'employé le matériel et les fournitures jugés nécessaires pour l'exécution des 
tâches attribuées. 


Rôles et responsabilités 


Le gestionnaire délégataire (superviseur) et l'employé en télétravail sont responsables de respecter leurs 
obligations respectives découlant de la Politique sur le télétravail et de l'entente connexe. 


Gestionnaire délégataire 


e Consulter, au besoin, les Relations de travail en cas de question sur les droits et obligations d'un 
employé en télétravail; 

+ S'assurer que l'employé satisfait aux conditions décrites dans la section des exigences de la 
Politique avant d'approuver une entente de télétravail, et que ces conditions sont respectées tout 
au long de l'entente; 

+ S'assurer que l'employé a pris connaissance de ses obligations quant à la Partie II du Code 
Canadien du travail et vérifier les conditions de travail de l'employé, afin d'identifier les 
préoccupations quant aux normes de santé et de sécurité; 

e S'assurer que les formulaires de demande de télétravail sont envoyés à la Direction des relations 


de travail et de la rémunération. En cas de refus, le gestionnaire délégataire consignera ses motifs 


par écrit, à l'employé: 

+ Déterminer le matériel et les fournitures nécessaires pour exécuter les tâches attribuées: | 

+ Prendre les mesures nécessaires en vue de l'installation, de l'entretien, de la réparation et de la 
récupération du matériel fourni (à la fin de l'entente de télétravail). 
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+ Examiner et comprendre la présente politique, et s'y conformer; 

e Respecter toutes les lois pertinentes, telles que M Paitie Il du Code canadien du travail et ses 
règlements connexes, les politiques, les lignes directrices, les modalités d'emploi, les conventions 
collectives et le Code de conduite: 

S'assurer que son lieu de télétravail : 

o Estun lieu de travail convenable, de sorte que l'employé pourra se conformer à la présente 
politique et à son entente de télétravail; 

o Est conforme aux règlements municipaux de zonage: 

o Satisfait aux exigences en matière de santé et de sécurité énoncées dans la partie Il 
canadien du travail et ses règlements d'application. 

+ Lors du télétravail, l'employé doit : 

o Satisfaire aux exigences en matière de santé et de sécurité énoncées dans la partie H du 
Code canadien du travail et ses réglements d'application; 
o Protéger tout renseignement de nature délicate ainsi que les actifs de l'ASFC et satisfaire 
à toutes les exigences de sécurité, conformément à la politique pertinente; 
assurance, chauffage, eau, services 


du Code 


Payer les frais afférents liés au télétravail (p. ex. 

Internet, etc.). 

+ Informer immédiatement le gestionnaire (superviseur) de toute exigence qui n'est plus satisfaite 
ou s'il soupçonne que cette exigence n'est plus satisfaite: 

+ Payer les frais afférents liés au mobilier de bureau (p. ex. bureau, chaise, table d'ordinateur, etc.) 
du lieu de télétravail. | 


e 


de travail et rémunération 


« Fournir des conseils et de l'orientation sur la facon d'app opliquer la présente politique; 
+ Fournir des rapports sur les ententes de télétravail en vigueur conformément à la présente politique: 
+ Évaluer et mettre à jour la présente politique à intervalles réguliers.” 


S 


| rapports 
Les Relations de travail superviseront l'efficacité de la politique en évaluant l'utilisation qui est en est 
faite et la conformité avec les exigences de la politique. 


y 


Principaux ouvrages de référence 


+ Code canadien du travail 

+ Code de conduite 

+ Conflit d'intérêts et aprés-mandat 

+ Politique sur la sécurité de I information 

" Pei Gre sur i pics i sation dies; S ressources EE Hes 
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e Conventions collectives pertinentes 
+ Politique sur la sécurité 
+ Ulilisation appropriée des réseaux électroniques 


Demandes de renseignements 


Veuillez faire parvenir toute demande de renseignements sur cette politique aux Relations de travail. 


formation 
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Burke, Julie 


From: Burke, Julie 

Sent: February 19, 2019 12:00 PM 
To: Mullin-Baker, Patricia 
Subject: RE: CIC Telework Policy 


Excellent, Thanks 


Director, Workplace issues Management 


Canada Border Services Age oi / Government of Canada 
Julie. Burke@cbhsa-asfc.ac.ca / Tel 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie. Burke@cbsa-asfc.ac.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


ea ea aa NI LOU nus VÅR 


Frøm: Mullin-Baker, Patricia 

Sent: February 19, 2019 11:09 AM 

To: Burke, Julie <Julie.Burke @cbsa-asfc.gc.ca> 

Cc: Gualtieri, Francesca <Francesca.Gualtieri@cbsa-asfc.gc.ca> 
Subject: CIC Telework Policy 


Hi Julie, 
| saved copies of IRCC's (CIC) policy on our shared drive. The telework agreement is one page. 


e CIC Telework Policy (5 pages) 
e CIC Telework FAQ (2 pages) 


e CIC Telework Guide (20 pages) 


visor and the Employee 


Rm grum epe EE 


Aullin-Baker 


Patricia ? 


Senior Labour Relations Advisor, Human Resources Branch 


Conseillère principale en relations de travail, Direction générale des ressources humaines 
Agence des services frontaliers du Canada / Gouvernement du Canada 
patricia mullin | 


Burke, Julie 


From: MacPhee, Jennifer 

Sent: February 20, 2019 09:27 AM 
To: Burke, Julie 

Subject: RE Telework Policy 


Hi Julie, 
We are ok to distribute to managers correct? As our move is approaching quickly in the HRM- Regional managers should 
start having discussions on how to apply the policy fairly and consistently. 


Thanks, 

Jennifer 

From: Burke, Julie 

Sent: February 15, 2019 5:26 PM 

To: McKinnon, Chastity ; MacPhee, Jennifer ; Oslund, Jodi ; Smith, Janis ; Laurencelle-Peace, Lisa ; Grewal, Jyoti ; Wright, 
Melinda; : Fortin, "a ; Baxter, Shawna 


sient" tics s 

Please find attached the CBSA Telework Policy that was endorsed at EC yesterday. The Policy 
will not come into effect until April 1, 2019 with a phased in approach. 

Over the coming weeks we will be developing guidelines, Q&As etc to support managers as 
well as a Comms plan. 

Have e a € reat weekend. 


Director > Wurkplice: ssues Management 

Canada Border Services Agency / Government of Canada 

Julie. Burke@chsa-asfc.ac.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3 
Directrice, Gestion des € enjeux en milieu de tr 1 

Agence des services frontaliers du Canada / Gouvernement du Canada 

Julie. Burke @chsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 
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Burke, Julie 


From: Benouattaf, Rachida 
Sent: February 25, 2019 03:35 PM 
To: Burke, julie 


Cc: Benouattaf, Rachida 
Subject: Telework Agreement - Security Clause 


Bonjour Julie. 


CBSA - Released u Jorden re n Act 
ASEC.  Dulgeon eee ur l'Accès a l'information. 


C'est pour vous confirmer que mon équipe et moi sommes prêts à apporter notre contribution par rapport au volet sécurité 
C'est pour vous confirmer que mon équipe et moi sommes prêts à apporter notre contribution par rapport au volet sécurité 


des ententes de télétravail. 


Comment voulez-vous procéder? Est-ce que vous souhaitez rédiger le document et on vous fournit nos commentaires, ou 


bien on vous envoie les clauses sur la sécurité à incorporer directement dans le document? 


Je suis disponible pour discuter, si nécessaire. 


Merci. 
Rachida 


Rachida Benouattaf, MBA 

Director, Infrastructure and Information Security Division 
Security and Professionnal Standards Directorate 

Canada Border Service ces Agency / Government of Canada 


Rachida.Benouatta fc.oc.ca / Tel: 343-291-5968 / Cel: 


Directrice, Division de l'infrastructure et de la sécurité de l'information 
Direction de la Sécurité et des normes professionnelles 


Agence des Services fre ntaliers du Canada / Gouvernement du Canada 
Rac hi da. He nüouatia | 


bsa-asfo.ge.ca / Tél: 343-291-5968 / Cél: 


CBSA - Released under the Access to. Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès å l'inforngation 


Burke, Julie 


From: Burke, Julie 

Sent: March 9, 2019 12:34 PM 

To: Benouattaf, Rachida 

Subject: RE: Telework Agreement - Security Clause 


| am now just catching up on emails. If you have the clauses you can send 
them to me and | will incorporate into the document. 
thanks 


Director, Workplace Issues Management 
Canada Border Services — / Government of Canada 
Julie. Burke@cbsa-asfc.ac.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie Burke@chsa-asfc.ac.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Benouattaf, Rachida <Rachida.Benouattaf@chsa-asfc.gc.ca> 
Sent: February 25, 2019 3:35 PM 

To: Burke, Julie <Julie Burke@chsa-asfc.gc.ca> 

Cc: Benouattaf, Rachida «Rachida.Benouattaf (9 cbsa-asfc.gc.ca» 
Subject: Telework Agreement - Security Clause 


Bonjour Julie, 


C'est pour vous confirmer que mon équipe et moi sommes préts à apporter notre contribution par rapport au volet sécurité 
des ententes de télétravail. 


Comment voulez-vous procéder? Est-ce que vous souhaitez rédiger le document et on vous fournit nos commentaires, ou 
bien on vous envoie les clauses sur la sécurité à incorporer directement dans le document? 


Je suis disponible pour discuter, si nécessaire. 


Merci, 
Rachida 


Rachida Benouattat, MBA 

Director, Infrastructure and Information Security Division 
Security and Professionnal Standards Directorate 

Canada Border Services AMEY / Government of Canada 

ça / Tel: 343-291-5968 / Cel: 


| 'Dcbsa- asic.g CUR 


CBSA - Released under the Acces: 
ASFC - Divulgation en vertu de la loi sur l'A 


Directrice, Division de l'infrastructure et de la sécurité de l'information 
Direction de la Sécurité et des normes professionnelles 

Agence des Services frontaliers du Canada / Gouvernement du Canada 
Rachida Benouattaiccbsa-asfe.sc.ca Tél: 343-291-5968 / Cél: | 


Burke, Julie 


From: Deveau, Pierre 

Sent: March 13, 2019 07:44 AM 

To: Burke, Julie 

Cc: Lockwood, Dawn; Davies, Hollie 
Subject: HR's Teleworking Policy and comms 


Hi Julie, 


Just wanted to quickly follow-up on our discussion from Monday. Any chance that you could provide us with a draft 
copy of HR's Teleworking Policy and other documents that are currently being worked on? Anything that you can 


promote the Policy via a message in the CBSA Daily and perhaps a short segment on a future edition of Border Update 


to highlight what the Policy's about. 

Any concerns with our approach? 

Thanks, 

Pierre 

Pierre Deveau 

Senior Communications Advisor, Strategic Policy Branch 


Canada Border Services Agency / Government of Canada 


pierre.deveau@cbsa-asfc.gc.ca / Tel: 613-948-4013 
Conseiller principal des communications, Direction générale de la politique stratégique 
Agence des services frontaliers du Canada / Gouvernement du Canada 


pierre.deveau@chbsa-asfc.gc.ca / Tél. : 613-948-4013 


From: Burke, Julie 

Sent: March 17, 2019 01:03 PM 

To: |pfortinQciu-sdi.ca; Patricia D. Williams 
Subject: Proposed CBSA Telework Policy 

Attachments: Alternate Work Arrangement - Telework Policy.pdf 


Good afternoon, 


| am writing to consult on the proposed new CBSA Telework Policy. Although we have been 


lowing the TSB Policy, senior management felt it was important for the CBSA to have its 


ms 


fo 
own Policy to not only attract and retain employees but also to promote a healthy 
workplace. 


In the coming weeks and months, we will be developing guidelines for managers and 


employees, Questions and Answers and a communications plan. 


Please provide me with your comments by March 28, 2019. I am available to discuss if you 


d ulie | Puxke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
Julie.Burke/Øcbsa-asfc.ac.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'informati 


Policy Statement 


It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 


are in place. 


CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 


feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its employees on various levels such as: 


I. attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance: 


x 


Objectives 


To allow employees to work at alternate locations in a manner that meets organizational objectives 


ja 


while being cost effective. 


Delegated Manager — a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. l 


Telework — a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week). as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 


l'information. 


Policy Rec 


Participation in a telework 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the Implementation of a telework arrangement: 


Prior to approving and at any point during the telework arrangement, the delegated 
that the following conditions are. and continue to be met: 


CBSA - Released under the Access to Inf: 
k FAG 


ASFC - Divulgation en vertu de la loi sur l'Accë 
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irements 


mind 


ju 


arrangement Is voluntary: no employee shall be required to telework. 


The approval of a Telework arrangement shall be made on a case-by-case basis. 
The parameters of a telework arrangement must be recorded using the telework request form. 
The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 
A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 
The Telework Agreement will be reviewed at a minimum, every six months. 
The Telework Agreement will automatically be reviewed: 

o if the work objectives and priorities are not being met; 

o inconjunction with the performance man agement cycle; 

o upon request by the employee or the delegated manager; 

o inan urgent situation, at the request of the delegated manager. 
The parties agree situations of ad-hoc telework do not fall under the auspices of this Policv. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (i.e. caring for an ill family member, caring for children during Professional 
Development days). 


manager must ensure 


the nature of the work to be performed is suitable for telework; 

the work to be performed does not require the printing of documents; 
the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; 

the employee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place; 

the equipment required is available; 

the results of the work performed in telework can be objectively measured; 

the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

service delivery to clients is not negatively impacted; 

the approval of telework should be cost effective; 

the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 
all relevant legislation including the Canada Labour Code Part Il and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected; 

the custodial arrangements for management of information at the Telework site meets security 


requirements; 


formation 
ès 


Act 
l'informati: 


à l'information. 


+ security or protection of the information or other CBSA assets is not compromised at the 
telework workp 

+ there are no performance or conduct issues; 

+ other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 


lace: 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks” notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


The Delegated manager ( €— ih ane tele ewo ne g heic yee are respon sible for fulfilling their 


X 


lead Manager 


* 


Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework: 
Ensure that thee con nd tions d described I in the Pet Ie y requir rements s section a are met d re approving 


* 


& 


Ensure the iles re PoF forms are > sent to à the laboti Re elations and e 
Directorate. If denied, provide reason for denial in writing to the employee 

Determine the equipment and supplies required to carry out the work assigned 

Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Li 


Employee 

e Review, understand and comply with this policy. 

e Adhere to all relevant legislation including the Canada Labour Code Part H and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

« Ensure that his or her Telework place: 

o isa suitable working environment such that the employee will be able to comply with this 

Policy and his or her Telework Agreement; 

o conforms to municipal zoning regulations; and 
o meets the health and safety requirements of the Canada Labour Code, Part Il and its 
Regulations. 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur è 


l'Accès 


à l'informal 


tion 


e While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part II 
and its Regulations; 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policv; 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). | 
e Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects Is no longer being met. | | 
« Is responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. | 


Director General, Labour Relations and Compensation 
+ Provide advice and guidance on the application of the Policy; 
+ Provide reports on telework agreements in place and compliance with the policy; 
« Review and update the Policy from time to time 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


+ Canada Labour Code 

+ Code of Conduct 

e Conflict of Interest and Post Employment 

e Information Security Policy 

* Policy on the Use of Electronic Resources 

+ Policy on Information Technology (IT) Security 
e Federal Public Service Labour Relations Act 

* Relevant collective agreements 

« Security Policy 

¢ Appropriate Use of Electronic Networks 


Enquiries regarding this Policy should be forwarded to Labour Relations. 


r the 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


From: Jean-Pierre Fortin «jp. fortin@ciu-sdi.ca> 
Sent: March 17, 2019 04:26 PM 

To: Burke, Julie 

Subject: RE: Proposed CBSA Telework Policy 


Good afternoon Julie, 

Thank you for the proposed policy and for consulting with CIU. As you know, the PSAC is the Bargaining Agent and | will 
have to run this proposed policy by PSAC before I can provide you with feedback. There are also bargaining demands 
related to telework. 

To be clear, it is not CIU's intent to block this initiative ~ it is to ensure that the proper channels are respected. 

Finally, we will do our best to provide comments by March 28, 2019 but I cannot guarantee that we will be able to make 
that deadline. 

Respectfully, 

JP 

Envoyé de mon iPhone 


From: Burke, Julie fmailto:lulie Burke@cbsa-asfc.gc.cal 
Sent: Sunday, March 17, 2019 1:03 PM 

To: Jean-Pierre Fortin; Patricia D. Williams 

Subject: Proposed CBSA Telework Policy 

Good afternoon, 

I am writing to consult on the proposed new CBSA Telework Policy. Although we have been 
following the TSB Policy, senior management felt it was important for the CBSA to have its 
own Policy to not only attract and retain employees but also to promote a healthy workplace. 
In the coming weeks and months, we will be developing guidelines for managers and 
employees, Questions and Answers and a communications plan. 

Please provide me with your comments by March 28, 2019. I am available to discuss if you 
wish. 

Julie Burke 

Director, Workplace Issues Management 

Canada Border Services Agency / Government of Canada 

Julie.Burke Q cbsa-asfc.qc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


ariete: 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


Burke, Julie 


From: Deveau, Pierre 

Sent: March 18, 2019 08:34 AM 

To: Burke, Julie 

Cc: Lockwood, Dawn; Davies, Hollie 
Subject: RE: HR's Teleworking Policy and comms 


Bon matin Julie, 


Following up on this. As April 1" is fast approaching (only 10 working days left), appreciate if we could get a copy (even if 
still in draft form) of the Policy to start drafting communications products. 


Any updates on your end that we should be aware of? 


Thanks, Pierre 


Pierre Deveau 


senior Communications Advisor, Strategic Policy Branch 


vs 


pierre deveau@cbsa-asic.gc.ca / Tel: 613-948-4013 | 


Conseiller principal des communications, Direction générale de la politique stratégique 
Agence des services frontaliers du Canada / Gouvernement du Canada 


plerre.deveau@cbsa-asic.gc.ca / Tel, : 613-948-4013 


From: Deveau, Pierre 

Sent: March 13, 2019 7:44 AM 

To: Burke, Julie 

Cc: Lockwood, Dawn ; Davies, Hollie 
Subject: HR's Teleworking Policy and comms 


Hi Julie, 
Just wanted to quickly follow-up on our discussion from Monday. Any chance that you could provide us with a draft 


copy of HR's Teleworking Policy and other documents that are currently being worked on? Anything that you can 
provide would be great and would definitely help us to start prepping comms! 


CBSA - Released under the Access to Information Act 
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ASFC - Divulgation en vertu de la loi sur l'Accè 


Speaking of communications, we would recommend that we post the Policy on the Labour Relations page on Atlas, and 
promote the Policy via a message in the CBSA Daily and perhaps a short segment on a future edition of Border Update 
to highlight what the Policy's about. 

Any concerns with our approach? 

Thanks, 

Pierre 

Pierre Deveau 

Senior Communications Advisor, Strategic Policy Branch 

Canada Border Services Agency / Government of Canada 


auchsa-asíc.gc.ca / Tel: 613-948-4013 


Son. 


Conseiller principal des communications, Direction générale de la politique stratégique 
Agence des services frontaliers du Canada / Gouvernement du Canada 
@ek 


SA-A STELE 


c.ca / Tél. : 613-948-4013 


à l'information 


Burke, Julie 


From: Burke, Julie 

Sent: March 18, 2019 04:23 PM 

To: Deveau, Pierre 

Cc: Lockwood, Dawn; Davies, Hollie 

Subject: RE: HR's Teleworking Policy and comms 
Attachments: Alternate Work Arrangement - Telework Policy.pdf 


di Pierre, please find attached the Poli icy that has been endorsed by EC. We are still consulting 
with the bargaining agents at thi is time. As discussed, we wanted a soft launch as | am working 
with ISTB on a procurement plan as most employees are not equipped to telework and we 
didn't want wide advertisement of the policy and then bombard IT with requests for laptops. 
Happy to review any comms product you develop! 


Merci 


Julie Burke 
Å cy 


pk oe — € Issues EE nt 


Å 


Governm Bent of Canada 
8-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie. Burke Øcbsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Deveau, Pierre <Pierre.Deveau@cbsa-asfc.gc.ca> 

Sent: March 18, 2019 8:34 AM 

To: Burke, Julie <Julie Burke @cbsa-asfc.gc.ca> 

Cc: Lockwood, Dawn <Dawn.Lockwood@cbsa-asfc.gc.ca>; Davies, Hollie <Hollie.Davies@cbsa-asfc.gc.ca> 
Subject: RE: HR's Teleworking Policy and comms 


Bon matin dule, 


Following up on this. As April 1? is fast approaching (only 10 working days left), appreciate if we could get a copy (even if 
still in draft form) of the Policy to start drafting communications products. 


Any updates on your end that we should be aware of? 


Thanks, Pierre 


Pierre Deveau 


Senior Communications Advisor, Strategic Policy Branch 


CBSA - Released u ien DOE mation Act 
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Canada Border Services Agency / Government of Canada 


ichsa-asfc.ge.ca / Tel: 613-948-4013 


Conseiller principal des communications, Direction générale de la politique stratégique 


Agence des services frontaliers du Canada / Gouvernement du Canada 


cca / Tél: 613-948-4013 


From: Deveau, Pierre 
Sent: March 13, P 7:44 AM 


To: Burke, Julie «julie.Burk 
Cc: Lockwood, Nen «Dawi ac å 
Subject: HR's Teleworki ing Polya and € comms 


ies@cbsa-asit.gc.ca> 


Hi Julie, 
Just wanted to quickly Landis on our discussion from Monday. Any chance that you could provide us with a draft 


copy of HR's Teleworking Policy and other documents that are currently being worked on? Anything that you can 
provide would be great and would definitely help us to start prepping comms! 


promote the Policy viaa message in the C CBSA \ Daily and perhaps a short semento ona mon T of Border Update" 
to highlight what the Policy's about. 


Any concerns with our approach? 

Thanks, 

Pierre 

Pierre Deveau 

Senior Communications Advisor, Strategic Policy Branch 
Canada Border Services Agency / Government of Canada 


pierre .deveau@cbsa-asfc.gc.ca / Tel: 613-948-4013 


Conseiller principal des communications, Direction générale de la politique stratégique 
Agence des services frontaliers du Canada / Gouvernement du Canada 


c.ca / Tél. : 613-948-4013 


CBSA - Released under the Access to Information Act 
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Policy Statement 


It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its employees on various levels such as: 
|. attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance; 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Definitions 
Delegated Manager — a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework — a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 


CBSA - Released u de: E mation Act 
ASFC : Divu sugen vertu de la i ur l'Accès å l'information 


CBSA - Released u A. d mation Act 
ASFC - Divu doen vertu de la ea ur l'Accès å l'information 


A 


Participation in a telework arrangement is voluntary: no employee shall be required to telework. 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


+ The approval of a Telework arrangement shall be made on a case-by-case basis. 

e The parameters of a telework arrangement must be recorded using the telework request form. 

« The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 

+ Å copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 

« [he Telework Agreement will be reviewed at a minimum, every six months. 

+ The Telework Agreement will automatically be reviewed: 

o ifthe work objectives and priorities are not being met; 

o inconjunction with the performance management cycle; 

o upon request by the employee or the delegated manager; 

o Inan urgent situation, at the request of the delegated manager. 

« The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, ES lework under this Policy shall not be used to facilitate full-time family care 
obligations (i.e. caring for an ill family member, caring for children during Professional 
Development da ys). | 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


« the nature of the work to be performed is suitable for telework; 

e the work to be performed does not require the printing of documents; 

+ the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; 

s thee mploy ee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place: 

+ the equipment required is available: 

e the results of the work performed in telework can be objectively measured; 

e the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations: 

e service delivery to clients Is not negatively impacted; 

e the approval of telework should be cost effective: 

+ the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 

+ all relevant legislation including the Canada Labour Code Part Il and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected: 

* the custodial arrangements for management of information at the Telework site meets security 


requirements: 


+ security or protection of the information or other CBSA assets is not compromised at the 
telework workplace; 

e there are no performance or conduct issues; 

e other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 
A Telework Agreement can be ended by either party with four weeks’ notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


Roles and responsibiliti 


- e Delegated manager (supervisor) and teleworking employee are responsible for fulfilling their 
espective Telework Policy and Telework Agreement obligations. 


2 


e Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework; 

+ Ensure that the conditions described in the Policy requirements section are met before approving 
any proposed Telework Agreement and maintained throughout the duration of the arrangement. 

e Ensure the telework request forms are sent to the Labour Relations and Compensation 

Directorate. If denied, provide reason for denial in writing to the employee 

+ Determine the equipment and supplies required to carry out the work assigned 

» Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Employee 

s Review, understand and comply with this policy. 

+ Adhere to all relevant legislation including the Canada Labour Code Part If and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

e Ensure that his or her Telework place: 

o isa suitable working environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; 

o conforms to municipal zoning regulations; and 

o meets the health and safety requirements of the Canada Labour Code, Part II and its 
Regulations. 
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+ While teleworking the employee is responsible for: 
> complying with the health and safety requirements of the Canada Labour Code, Part I 
and its Regulations: 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 
Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 
«Shall immediately notify the manager (supervisor) if any requirement Is no longer being met or 
that the employee suspects is no longer being met. 
e Is responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


‘General, Labour Relations at 
e Provide advice and guidance on the application of the Policy; 

e Provide reports on telework agreements in place and compliance with the policy; 
e Review and update the Policy from time to time 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
poliey requirements. 


Main i 


* Canada Labour Code 

e Code of Conduct 

e Conflict of Interest and Post Employment 

+ Information Security Policy 

* Policy on the Use of Electronic Resources 

e Policy on Information Technology (IT) Security 
+ Federal Public Service Labour Relations Act 

+ Relevant collective agreements 

+ Security Policy 

Appropriate Use of Electronic Networks 


Enquiries 


Enquiries regarding this Policy should be forwarded to Labour Relations. 
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From: Nasrallah, MicheiN 

Sent: March 20, 2019 12:30 PM 

To: Burke, Julie 

Subject: Telework Policy and supporting docs 


Hey Julie 

What is status of the guidelines and FAQs? Can I see the draft? 

Some colleagues/clients are already drafting their own btw...l've advised them that these are coming soon and they 
should not go ahead until they see ours. 


Michel Nasrallah 
Director, Labour Relations Operations / Directeur, Relations de travail opérationnel 


+ 


Canada Border Services Agency / Agence des services frontaliers du Canada 


Miche N NasrallanQcb a-asfc.ge.ca / Tel: 613-948-9856 / Blackberry: 


l'information. 


Burke, Julie 


From: Patricia D. Williams «pdwillpipsc.ca» 
Sent: March 20, 2019 08:11 PM 
To: Burke, Julie 


^ 


Cc: jp. fortinQciu-sdi.ca 

Subject: Re: Proposed CBSA Telework Policy 

Hi Julie, 

Sorry to not respond. I will look at this tomorrow and get back to vou. 

Patricia 

On Sun, Mar 17, 2019 at 1:03 PM Burke, Julie <Julie Burket@cbsa-asfc.ge.ca> wrote: 
Good afternoon, 


I am writing to consult on the proposed new CBSA Telework Policy. Although we have been 
following the TSB Policy, senior management felt it was important for the CBSA to have its 
own Policy to not only attract and retain employees but also to promote a healthy workplace. 


In the coming weeks and months, we will be developing guidelines for managers and 
employees, Questions and Answers and a communications plan. 


Please provide me with your comments by March 28, 2019. I am available to discuss if you 
wish. 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 


Julie. Burketücbsa-asfc.gc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


Julie. Burketücbsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


oben 


Patricia Williams 


PIPSC Steward 
OEB President 
NCR Executive 
CBSA Consultation President 


Burke, Julie 


From: Patricia D. Williams <pdwill@pipsc.ca> 
Sent: March 20, 2019 08:29 PM 

To: Burke, Julie 

Cc: jp.fortin@ciu-sdi.ca 

Subject: Re: Proposed CBSA Telework Policy 


Ah, I got your out of office and thought I would look at it tonight. 

I am a little confused by this statement as I don't know how it can be assessed/validated? 
I will re-read the rest and get back to you with any other comments. 

Patricia 


* Ensure that his or her Telework place: 


o is a suitable working environment such that the employee will be able to comply with this Policy and 
his or her Telework Agreement: 


o conforms to municipal zoning regulations; and 


o meets the health and safety requirements of the Canada Labour Code, Part Il and its 


On Wed, Mar 20, 2019 at 8:10 PM Patricia D. Williams <pdwill@pipse.ca> wrote: 
Hi Julie, 


Sorry to not respond. I will look at this tomorrow and get back to you. 


Patricia 


On Sun, Mar 17, 2019 at 1:03 PM Burke, Julie «Julie.Burke(tücbsa-asfc.gc.ca wrote: 


Good afternoon, 


I am writing to consult on the proposed new CBSA Telework Policy. Although we have been 
following the TSB Policy, senior management felt it was important for the CBSA to have its 
own Policy to not only attract and retain employees but also to promote a healthy workplace. 


In the coming weeks and months, we will be developing guidelines for managers and 
employees, Questions and Answers and a communications plan. 


Please provide me with your comments by March 28, 2019. I am available to discuss if you 
wish. 


Julie Burke 
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Director, Workplace Issues Management 

Canada Border Services Agency / Government of Canada 

Julie. Burke(ücbsa-asfc.ec.ca / Tel : 613-948-0840 Fax: 613-948-9838 / TTY : 866-335-3237 
Directrice, Gestion des enjeux en milieu de travail 

Agence des services frontaliers du Canada / Gouvernement du Canada 

c.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


- Julie. Burke(Qcbsa-asfe.; 


Patricia Williams 

PIPSC Steward 

OEB President 

NCR Executive 

CBSA Consultation President 


Patricia Williams 

PIPSC Steward 

OEB President 

NCR Executive 

CBSA Consultation President 
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Burke, Julie 


From: Thibodeau, MarcR (HRB-HQ) 
Sent: March 21, 2019 11:15 AM 


To: Burke, Julie 

Cc: Allard, Myriam 

Subject: FW: Alternative Work Arrangement - CRA, IRCC & PSPC 
Attachments: Alternative Work Arrangement V.1.xlsx 


From: Janes, Lisa CBSA-ASFC 

Sent: March 21, 2019 10:43 AM 

To: Thibodeau, MarcR (HRB-HQ) 

Subject: FW: Alternative Work Arrangement - CRA, IRCC & PSPC 

Bonjour Marc ~ as briefly mentioned ~ here is a side-by-side comparison of the AWA in three other departments that 
could help guide us for future. 


From: Cuvalo, Marija <Marija.Cuvalo@cbsa-asit. gc ca» 

Sent: March-20-19 6: 26F PM 

To: Janes, Lisa CBSA-ASFC <Lisa Janes@cosa-asic. sc ca»; Grewal, Jyoti «ivoti.Grewal 
Subject: Alternative Work oise - CRA, IRCC & PSPC 

Hi Lisa and Jyoti 

For our meeting tomorrow morning --- tyi on another depts. and their application of Alternate Work Arrangements. 
Thanks 

Marija 

Mari p Cuvalo 

A/Director, Corporate and Program Services Division, Operations Branch 
Canada Border - Services Agency / Government of Ca nada 

Maria Cuvalo@cbsa-asfc.ac.ca / Tel: 905-803-5345 / TTY: 866-335-3237 
Directrice p.L, Division des services organisationnels et aux programmes, 
Direction générale des operations 

4 oe nee servi ces $ frontaue ers du us / Gouvernement du Canada 
Mari j 905-803-5345 / ATS: 866-335-3237 


Gcbsa-asfc. gc. ca» 


Burke, Julie 


From: Jean-Pierre Fortin <jp.fortin@ciu-sdi.ca> 
Sent: March 26, 2019 12:04 PM 

To: Burke, Julie 

Cc: Thibodeau, MarcR (HRB-HQ) 

Subject: RE: Proposed CBSA Telework Policy 


Good afternoon Julie, 
An email was sent from PSAC FB Negotiator Morgan Gay to TB Negotiator Ted Leindecker on this matter. Feedback on 
the CBSA telework policy will be discussed at the bargaining table. That said, at this time, the PSAC/CIU will not prevent 
CBSA from going forward with the policy on April 1". I spoke with Marc Thibodeau on this matter. 
IP 
From: Burke, Julie [mailto:Julie.Burke@cbsa-asfc.gc.ca] 
Sent: Sunday, March 17, 2019 1:03 PM 
Subject: Proposed CBSA Telework Policy 
Good afternoon, 
| am writing to consult on the proposed new CBSA Telework Policy. Although we have been 
following the TSB Policy, senior management felt it was important for the CBSA to have its 
own Policy to not only attract and retain employees but also to promote a healthy workplace. 
In the coming weeks and months, we will be developing guidelines for managers and 
employees, Questions and Answers and a communications plan. 
Please provide me with your comments by March 28, 2019. | am available to discuss if you 
wish. 
Julie Burke 
Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 

a fc.qc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 
Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie.Burke(Qcbsa-asfc.qc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 
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Burke, Julie 


From: Nasrallah, MichelN 

Sent: March 26, 2019 12:04 PM 

To: MacPhee, Jennifer; Oslund, Jodi; Smith, Janis; Grewal, Jyoti; Wright, Melinda; Fortin, Lily- 
Claude; Baxter, Shawna; Chartrand, Isabelle 

Cc: Demers, Ann; Plant, Ashley; Burke, Julie 

Subject: FW: Telework Policy - POSTPONED / Politique sur le télétravail - REPORTÉ 

Attachments: Telework Policy.pdf; FR Telework Policy.pdf 


* 


Importance: High 


Hia "n ait, 

Just a quick note to advise you that the formal launch will be delayed while the supporting tools including the Telework 
Arrangement Form, Q&As and the comms plan are finalized. We should have a better sense next week as to the timing. 
in the meantime, if you have staff or clients with telework requests, the current provisions apply (Le. manager's 
discretion unless it is a Duty to Accommodate, need to ensure proper security of protected information, etc.) and we'd 
suggest keeping track of such requests/telework situations — and following up with these clients with the appropriate 
CBSA governance tools once they are in place. 

Thanks for your patience ~ and don't hesitate to advise if you have any questions or concerns. 

Cheers 


Salut à tous, 

Juste une petite note pour vous informer que le lancement officiel sera retardé pour permettre que les outils de 
support, y compris le formulaire d'arrangement de télétravail, les questions / réponses et le plan de communication 
soient finalisés. Nous devrions avoir une meilleure idée de la date la semaine prochaine. Entre-temps, si vous avez des 
demandes de télétravail parmi votre équipe ou vos clients, les dispositions en vigueur s'appliquent (c.-à-d. La discrétion 
du gestionnaire sauf s'il s'agit de Mesures d'adaptation, la nécessité de garantir la sécurité des informations protégées, 
etc.) et nous suggérons de garder trace de telles demandes / situations de télétravail — et ensuite faire un suivi avec ces 
clients avec les outils de gouvernance appropriés du l'ASFC une fois qu'ils sont en place. 

Merci de votre patience et n'hésitez pas a nous contacter si vous avez des questions ou des inquiétudes. 

Michel Nasrallah 

Director, Labour Relations Operations / Directeur, Relations de travail opérationnel 
Canada Border Services Agency / Agence des services frontaliers du Canada 
MicheiN Nasrallah@chsa-asfe.ge.ca / Tel: 613-948-9856 / Blackberry: 613-220-3339 


Arena 


From: Burke, Julie 
sent on 15, 20194 I PM 


iLOsSiundØcbsa-a CBC a>; pene cd Janis «far nis. Tane ec ace geca Ca; "Lauren cellis: Peace, 
@chsa TRE ;fc.g zc. Ca»; Grewal, Jyoti <Jyoti.Grewal@cbsa-asfc.gc.ca>; Wright, Melinda 


ECC? Fortin, Lily-Claude <Lily-Claude Fortin@cbsa-asfc.gc.ca>; Baxter, Shawna 


Léa ciis sa. laur ee Pea CE 
«Melinda. WrightØcbs a-asfc.s 
<Shawna.Baxter@ css sa-a: à 

Cc: Nasral lah, MichelN «Mlict 
Subject: Telework Poly. 


Please find attached the CBSA Telework Policy that was endorsed at EC yesterday. The Policy 
will not come into effect until April 1, 2019 with a phased in approach. 
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Over the coming weeks we will be developing guidelines, Q&As etc to support managers as 


well as a Comms plan. 


Have a great weekend. 


Director, Workplace Issues Management 
Cana 1da pore er Servic es — // Government of Canada 
| / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des | services frontaliers du Canada / Gouvernement du Canada 


Julie. Burke@cbsa-asfc.qc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 
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Canada Border Agence des services 
Services Agency frontaliers du Canada 
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Palicy Sta 
It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
Telework arrangement when it is operationallv feasible and cost effective to do so, subject to certain 
conditions being met. 


The effective date of this policy is April I, 2019 and is to be implemented where the success criterions 
are in place. 


Preamble 


CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts “of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its employees on various levels such as: 
I. attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance; 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Delegated Manager — a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework — a formal written work arrangement where an emplovee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 


ments 


Participation in a telework arrangement is voluntary; no employee shall be required to telework. 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


e The approval of a Telework arrangement shall be made on a case-by-case basis. 

+ The parameters of a telework arrangement must be recorded using the telework request form. 

e The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 

+ A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 

e The Telework Agreement will be reviewed at a minimum, every six months. 

e The Telework Agreement will automatically be reviewed: 

o ifthe work objectives and priorities are not being met; 

o inconjunction with the performance management cycle; 

o upon request by the employee or the delegated manager; 

o inan urgent situation, at the request of the delegated manager. 

e The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time fami ly care 
obligations (i.e. caring for an ill family member, caring for children during Professional 
Development days). 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


» the nature of the work to be performed is suitable for telework; 

+ the work to be performed does not require the printing of documents; 

e the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; 

e the employee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place; 

+ the equipment required is available; 

+ the results of the work performed in telework can be objectively measured; 

+ the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

* service delivery to clients is not negatively impacted; 

+ the approval of telework should be cost effective: 

+ the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 

+ all relevant legislation including the Canada Labour Code Part I and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected; 

e the custodial arrangements for management of information at the Telework site meets security 
requirements; 
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e security or protection of the information or other CBSA assets is not cor promised at the 
telework workplace; 

+ there are no performance or conduct issues; 

* Other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 
A Telework Agreement can be ended by either party with four weeks’ notice. Where management is 


ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


'esponsibilities 


The Delegated manager (supervisor) and teleworking employee are responsible for fulfilling their 


+ Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework: 

e Ensure that the conditions described in the Policy requirements section are met before approving 
any proposed Telework Agreement and maintained throughout the duration of the arrangement. 

e Ensure that the employee is aware of their obligations pursuant to the Canada Labour Code 
Part ll and review the working conditions with the employee to identify health and safety 
concerns. 

+ Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 

+ Determine the equipment and supplies required to carry out the work assigned 

+ Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Employee 
e Review, understand and comply with this policy. 

Adhere to all relevant legislation including the Canada Labour Code Part II and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 
+ Ensure that his or her Telework place: 

o isasuitable working environment such that the employee will be able to comply with this 

Policy and his or her Telework Agreement: | 
o conforms to municipal zoning regulations; and 
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o meets the health and safety requirements of the Canada Labour Code, Part H and its 
Regulations. 


e While teleworking the employee is responsible for: 

o complying with the health and safety requirements of the Canada Labour Code. Part Il 
and its Regulations; 

o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 

o  Maintainin u the costs associated with the Telework place ( e. g. insu rance, heat an d hyd £6, 
Internet Services, etc.). 


« Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 

e [s responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


i I M ul mrs an dl : om p ensa ti on 


« Provide advice and guidance on the application of the Policy: 
« Provide reports on telework agreements in place and compliance with the policy: 
e Review and update the Policy from time to time 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


Main Refere 


neces 


e Canada Labour Code 

+ Code of Conduct 

+ Conflict of Interest and Post Employment 
¢ Information Security Policy 

* Policy on the Use of Electronic Resources 


e Federal Public Service Labour Relations Act 
e Relevant collective agreements 

» Security Policy 

e Appropriate Use of Electronic Networks 


Enquiries regarding this Policy should be forwarded to Labour Relations. 
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Enoncé de politique 


La présente politique de l'Agence des services frontaliers du Canada (ASFC) vise à appuyer les demandes 
de télétravail des employés, sous réserve de certaines conditions, lorsqu'il est possible d'accomplir la 
nature du travail sur le plan opérationnel et qu'il est rentable. 


Date d'entrée en vigu 


La politique entre en vigueur le 1*' avril 2019 et elle doit étre exécutée lorsque les critéres de réussite sont 


en vigueur, 


L'ASFC s'est engagée à mettre en valeur le bien-étre en milieu de travail ainsi qu'à faire place aux régimes 
de travail non conventionnels qui tiennent compte des progrés technologiques, de l'évolution de la culture 
du milieu de travail ainsi que de la sensibilisation croissante de la population à l'égard des répercussions 
environnementales et sociales des déplacements entre la maison et le travail. Le télétravail est un régime 
de travail flexible pouvant être utilisé par la direction, à sa discrétion, en fonction de ce qui précède. Cette 
option doit être réalisable sur le plan opérationnel et contribuer à l'atteinte des objectifs de l'organisation. 


Le télétravail peut étre avantageux tant pour l'organisation que pour les employés, notamment : 
1. La capacité d'attirer et de maintenir en poste des employés hautement qualifiés; 


2. Otfrir diverses options pour équilibrer la vie professionnelle et la vie personnelle. 


Objectif 


Permettre aux employés de travailler à un autre endroit que le lieu de travail désigné, tout en continuant 
de contribuer à l'atteinte des objectifs organisationnels et à la rentabilité de l'ASFC, 


Définitions 


ini 


Gestionnaire délégataire — gestionnaire de l'ASFC de niveau 3. 


* 


Lieu de travail désigné — emplacement oü l'employé devrait normalement travailler en l'absence d'une 


entente de télétravail. 


Télétravail — régime de travail officiel convenu par écrit dans le cadre duquel un employé remplit une 
partie ou l'ensemble de ses fonctions ailleurs qu'au lieu de travail désigné, et ce, de facon uniforme et 


périodique (p. ex. une journée par semaine), tel que précisé dans une entente de télétravail. Cela ne 
comprend pas des événements ponctuels où un employé travaille à un endroit autre que le lieu de travail 
désigné. 
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La participation au régime est facultative, c'est-à-dire qu'aucun membre du personnel ne peut être tenu 

de télétravailler. De même, le télétravail est un privilége et non un droit, et chaque cas sera traité 

I Les critères de réussite devant être respectés avant la mise en œuvre d'une entente de 
télétravail sont les suivants : 


e L'approbation des demandes de participation au télétravail d’une entente de télétravail sera traité 
séparément; fera-eas-pat-eas: 
+ Les paramètres d'une telle entente doivent être consignés dans un formulaire de demande de 
télétravail: 
« Une entente de télétravail doit être remplie et signée par l'employé et par le gestionnaire 
délégataire avant le début de l'entente de télétravail: 
« Une copie de l'entente de télétravail doit être fournie à la Direction des relations de travail et de la 
rémunération; 
+ L'entente de télétravail doit être révisée à tous les six mois: 
e L'entente de télétravail sera automatiquement révisée : 
Si les priorités et les objectifs de travail ne sont pas respectés: 
o Conjointement avec le cycle de gestion du rendement; 
o Å la demande de l'employé ou du gestionnaire délégataire; 
o En cas d'urgence, à la demande du gestionnaire délégataire. 
+ Les parties conviennent que les situations ponctuelles de télétravail ne sont pas visées par la 
présente Politique. De plus, le télétravail au titre de ladite politique ne doit pas servir à faciliter des 


obl ligation a = " en 1 matière de soins ep "i e ex. — e un mem abre de la famille 


Avant l'approbation, et durant toute la durée de l'entente de télétravail, le gestionnaire délégataire doit 
veiller au respect et au maintien des conditions suivantes : 


+ La nature du travail à effectuer doit convenir au télétravail: 

» Le travail å effectuer ne requiert pas l'impression de documents; 

« Il est toujours possible de joindre l'employé par téléphone durant les heures de travail, 
conformément à l'entente de télétravail: 

+ Un seul appareil (politique d'un appareil) peut être fourni à l'employé pour le travail à effectuer 
au lieu de travail désigné et de télétravail: 


+ L'équipement requis doit être disponible: 

+ Les performances du travail effectué par télétravail peuvent être mesurées objectivement: 

+ La qualité et la quantité globales du travail effectué au lieu de télétravail doivent être soutenues et 
répondre pleinement aux attentes en matière de rendement: 

» Le tiles ail ne doit avoir aucune incidence défavorable quant à la prestation des services au 
public; à la clientele; 

« L'approbation du télétravail doit être rentable; 

e Le matériel utilisé pour le télétravail doit être conforme aux politiques pertinentes de l'ASFC; 


e Examiner et comprendre la présente politique, et s'y conformer; 

» Respecter toutes les lois pertinentes, telles que la Partie Il du Code canadien du travail et ses 
règlements connexes, les politiques, les lignes directrices, les modalités d'emploi, les conventions 
collectives et le Code de conduite; 

e S'assurer que son lieu de télétravail : 

o Estun lieu de travail convenable, de sorte que l'employé pourra se conformer à la présente 
politique et à son entente de télétravail; 

o Est conforme aux règlements municipaux de zonage: 

o Satisfait aux exigences en matière de santé et de sécurité énoncées dans la partie Il du Code 
canadien du travail et ses règlements d'application. 

+ Lors du télétravail, l'employé doit : 

o Satisfaire aux exigences en matière de santé et de sécurité énoncées dans la partie II du 
Code canadien du travail et ses règlements d'application; 
o Protéger tout renseignement de nature délicate ainsi que les actifs de l'ASFC et satisfaire 

à toutes les exigences de sécurité, conformément à la politique pertinente; 

Payer les frais afférents liés au télétravail (p. ex. assurance, chauffage, eau, services 

Internet, etc.). 

+ Informer immédiatement le gestionnaire (superviseur) de toute exigence qui n'est plus satisfaite 
ou s'il soupconne que cette exigence n'est plus satisfaite; 

» Payer les frais afférents liés au mobilier de bureau (p. ex. bureau, chaise, table d'ordinateur, etc.) 
du lieu de télétravail. 


Q 


Directeur général, Relations de travail et rémunération 


+ Fournir des conseils et de l'orientation sur la facon d'appliquer la présente politique; 
* Fournir des rapports sur les ententes de télétravail en vigueur conformément à la présente politique; 
e Évaluer et mettre à jour la présente politique à intervalles réguliers.=. 


Surveillance et rapports 


Les Relations de travail superviseront l'efficacité de la politique en évaluant l'utilisation qui est en est 
faite et la conformité avec les exigences de la politique. 


Principaux ouvrages de référence 


* Code canadien du travail 

+ Code de conduite 

+ Conflit d'intérêts et aprés-mandat 

e Politique sur la sécurité de l'information 

¢ Politique sur l'utilisation des ressources électroniques 

e Politique sur la sécurité des technologies de l'information (TD 
e Loi sur les relations de travail dans le secteur public fédéral 


TPR VAM M mens UT i CBSA -Released under the Access to Information Act. 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


e Conventions collectives pertinentes 
e Politique sur la sécurité 
+ Utilisation appropriée des réseaux électroniques 


Demandes de renseignements 


Veuillez faire parvenir toute demande de renseignements sur cette politique aux Relations de travail. 


CBSA - Released u ner ieee pe mation Ac 
ASFC - Divu den vertu de la sl ur l'Accès å l'information 


Burke, Julie 


From: Regimbaid, Linda on behalf of Burke, Julie 
Sent: March 26, 2019 01:09 PM 

To: Plant, Ashley 

Subject: FW: Proposed CBSA Telework Policy 


Ashley, 


For your information 


Linda Regimbald 

Administrative Assistant / Adjointe administrative 

18 Floor / 18e étage 

100 Metcalfe Street / 100, rue Metcal! 

Ottawa, ON KIA OLS 

linda .regimbald@cbsa-asfc.gc.ca 

612-948-9844 

fax: 613-948-9838 

T Teletype riter number / Teléimprimeur 1-866-335-3237 


From: Jean-Pierre Fortin <jp.fortin@ciu-sdi.ca> 
Sent: March 26, 2019 12:04 PM 
To: Burke, Julie «julie. pr . Ca» 


Su abled : R E: Pro Pp C BSA Tetewo ki Po ik icy 
Ü vi rd | affer! OO00107) lulie 
A á å T 4 j . T 4: r € e n t fr Å en p S Á C E BN A Jeg p 10! $ 13 f Q r RA G rg a $ € ay tt G T H N p go ti i id $ Ü r Te d Le] i n d e € k e r Oo n . th f 5 m a tte r. Fe ed b dà È K Q ry 


the € BSA telework policy will be discussed at the fica ies table. That said, at this time, the PSAC/CIU will not prevent 
f ing forward with the policy on April 1°. I spoke with Marc Thibodeau on this matter. 


Sent: bs Sundag March TUE 2019 1:03 PM 
To: Jean-Pierre Fortin; 'Patricia D. Williams' 
Subject: Proposed CBSA Telework Policy 


Good afternoon, 


| am writing to consult on the proposed new CBSA Telework Policy. Although we have been 
following the TSB Policy, senior management felt it was important for the CBSA to have its 


own Policy to not only attract and retain employees but also to promote a healthy 
workplace. 


In the coming weeks and months, we will be developing guidelines for managers and 
employees, Questions and Answers and a communications plan. 


Please provide me with your comments by March 28, 2019. | am available to discuss if you 
wish. 


dulie Burke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 


Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie.Burket ime / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


Burke, Julie O 


From: Williams, Patricia 
Sent: April 1, 2019 09:35 AM 
To: Burke, Julie 

Subject: Telework Policy 


Hi Julie, 


Have you finalized the Telework Policy? Is it being published today? 


Thanks. 


Burke, Julie 


From: Burke, julie 

Sent: April 3, 2019 08:33 AM 

To: Patricia D, Williams’ 

Subject: RE: Proposed CBSA Telework Policy 


Hi Patricia, 


We have gathered many policies from other departments to work with when creating our 
own. I have IRCC, PSCP, ESOC... 


The policy has not gone live yet and looking forward to seeing your comments. 
thanks 


Director, Workplace Issues Management 


Canada Border Services Agency / Government of Canada 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


Julie. Burke @cbsa-asfe.gce.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Patricia D. Williams <pdwill@pipsc.ca> 
Sent: March 27, 2019 8:05 AM 

To: Burke, Julie <Jutie Burke@cbsa-asfc.gc.ca> 
Cc: jp.fortin@ciu-sdi.ca 

Subject: Re: Proposed CBSA Teiework Policy 


Good morning, 


I have obtained lots of Telework Policies from other departments. Are you interested in seeing them? 


On Wed, Mar 20, 2019 at 8:28 PM Patricia D 


Ah, I got your out of office and thought I would look at it tonight. 

I am a little confused by this statement as I don't know how it can be assessed/validated? 
I will re-read the rest and get back to vou with any other comments. 

Patricia 


Ensure that his or her Telework place: 


$e. 


is a suitable working environment such that the employee will be able to comply with this P 
and his or her Telework Agreement: 


o conforms to municipal zoning regulations; and 
o meets the health and safety requirements of the Canada Labour Code, Part Il and its 
Regulations. 


On Wed, Mar 20, 2019 at 8:10 PM Patricia D. Williams <pdwill@pt 


Hi Julie. 


)sc.ca^ wrote: 


Sorry to not respond. I will look at this tomorrow and get back to you. 
Patricia 


On Sun, Mar 17, 2019 at 1:03 PM Burke. Julie <Julie. Burke@cbsa-astc.gc.ca> wrote: 


Good afternoon, 


I am writing to consult on the proposed new CBSA Telework Policy. Although we have 
— the TSB I Poli "A senior — felt i it was € For boi ca to 


been : ioi 


' guidelines for managers and 
sr ees, ng een and | Acsi S and a i communications plan. 


Please provide me with your comments by March 28, 2019. I am available to discuss if vou 
wish. 


dulie Juke 


Director, Workplace Issues Management 


Canada Border Services Agency / Government of Canada 


CBSA - Released under the Access to Information Act 
i sur l'Accès à l'informati: 


ASFC - Divulgation en vertu de la loi sur l'Accè 


Julie. Purke(Ocbsa-asfe.gc.ca / Tel: 615-948-9840 Fax: 613-948-0838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


geca / T L: 613-948-9840 Fax: 615-948-9858 / ATS : 866-335-3237 


Julie.Burke@cbsa-asfe. 


Patricia Williams 

PIPSC Steward 

OEB President 

NCR Executive 

CBSA Consultation President 


Patricia Williams 

PIPSC Steward 

OEB President 

NCR Executive 

‘BSA Consultation President 


Patricia Williams 
PIPSC Steward 
OEB President 
NCR Executive | 
CBSA Consultation President 


à l'information 


Burke, Julie 


CBSA - Released under the Access to Information Act 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


From: Benouattaf, Rachida 

Sent: April 3, 2019 11:53 AM 

To: Burke, lulie 

Cc: Benouattaf, Rachida 
Subject: FW: Telework - cyber.gc.ca 


Julie, 


For your information, additional information to be added. Will send vou the security clauses in another email. Thank you 


Rachida 


Rachida Benouattaf, MBA 

Director, Infrastructure and Information Security Division 
Security and Professionnal Standards Directorate 

Canada ar Servi ices Agency / di: ernment of Canada 


-bsa-asfe.ge.ca / Tel: 343-291-5968 / Cel: 343-998-5357 


Directrice, Division de l'infrastructure et de la sécurité de l'information 
Direction de la Sécurité et des normes professionnelles 

Agence des Services frontaliers dut Canada! Gouvernement du Canada 
Rachida Benoualtal websa-aste.g: : 343-291-5968 / Cél: 343-998-5357 


From: Lessard, Pierre 

Sent: April 3, 2019 11:47 AM 

To: Benouattaf, Rachida ; Lukca, Michael ; Lukca, Michael 
Cc: Thibodeau, MarcR (HRB-HQ) 

Subject: RE: Telework - cyber.gc.ca 


Merci Rachida. Je pense que les clauses de securité dans le gabarit d'entente que développe 
sein de l'ASFC devrait faire référence à ce site. 


Pierre Lessard 

DG, Security and Professional Standards Directorate / Departmental Security Officer (DSO) 
Canada Border Services Agi ency / Government of Canada 

isa-asic.gc.ca / Tel: 343-291-7726/ TTY: 866-335-3237 


DG, Sécurité et normes professionnelles / Agent de sécurité du ministère (ASM) 
Agence d des servic es frontaliers du pon Us Gouvernement du Canada 
Pje TES ee uf 


"hs Sava: sic 


De : Benouattaf, Rachida «Rachida. B 
Envoyé : 2 avril 2019 15:37 


e les RH pour le télétravail au 


A: oun. dicis «Pierre. Lessard@chsa-asfc.ge.ca>: Lukea, Michael <Michael.Lukca@cbsa-asic.gc.ca>; Lukea, Michael 


Objet: FW: Telework ids «Bach ca 


FYL great info, thanks Rachida 


RS deeri CBSA - Released under the Access te-Information Act: = 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'informiition. 


| 
From: Stewart, Katherine - HQ 
| Sent: April 2, 2019 1:49 PM 
To: nie , Betis «De nis. ES LOCUS @cbsa-asic.gc.ca>; Laskowski, Robert «Robert.Laskowski(? chsa-asfc.gc.ca»; Sample, 


Cc: Ric ha rd, ; Wayne fc.gc.ca»; Campbell, Scott 
G «5 Scot i tG Eo Aamnl 


Subject: Telework - cyber: en ca 


— 2 gC.ra> 


ud 


gt 
g 


nca»; Eggleton, Robert «i Robert. Egglet 


Pi 


$ f 


i 


Hot of the press: 


lm assuming this is drafted with "domestic" telework in mind. 


y 


ifs 
Finance an dc Cor rporate — nagement Branch 
Canada Border Services Agency / Gover Ament of Canada 
| | Tel: 343-291-7765/ TTY: 866-335-3237 


Gt sestig in de la sécurité et de l'infrastructure et l'information 
Py nerale des finances et de la gestion organisationnelleAgence des services frontaliers du Canada / Gouvernement du 


el: 343-291-7765 / ATS : 866-335-3237 


CBSA - Released u ii EN n Act 
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From: Benouattaf, Rachida 

Sent: April 3, 2019 12:08 PM 

To: Burke, Julie 

Cc: Benouattaf, Rachida 

Subject: RE: Telework Agreement - Security Clause 


Hi Julie, 


Sorrv for the late reply. Here is the security clause (English and French), please note that the clause is under review and 
will send vou the revised one. 


Security 


The employee agrees to review and comply with Treasury Board Security Policy, standards and procedures and to take 
all reasonable care to protect sensitive government information and assets at the telework place against unauthorized 
disclosure, loss, theft, fire, destruction, damage or modification. 


n 


The employee will immediately notify the manager of any breach of security involving CBSA information and/or 
assets, 


Sécurité 


L'employé accepte de lire et de respecter les politiques, les normes et les procédures du Secrétariat du Conseil du Trésor 
et de prendre toutes les précautions raisonnables pour protéger les renseignements de nature délicate et les biens du 
gouvernement au lieu de télétravail contre une divulgation non autorisée, une perte, un vol, un incendie, une destruction. 
un dommage ou une modification. 


Lad 


4. L'employé informera immédiatement le gestionnaire de toute infraction å la sécurité qui concerne des renseignements 
ou des biens de PASFC. 


Merci. 
Rachida 


Rachida Benouattaf, MBA 

Director, Infrastructure and Information Security Division 

Security and Professionnal Standards Directorate 

Canada Border Services Agency I i Government p ae 

bsa-asic.g / Tel: 343-291-5968 / Cel: 343-998-5357 


Directrice, Division de l'infrastructure et de la sécurité de l'information 
Dire ection de la Sécurité et des normes professionnelles 
e des Services trentatiers du Canada / Gouvernement du Canada 
Seno atta: d Ds dei sieg UC I Tél: 343-291-5968 / Cél: 343-998-5357 


From: Burke, Julie 

Sent: March 9, 2019 12:34 PM 

To: Benouattaf, Rachida 

Subject: RE: Telework Agreement - Security Clause 


Hi Rachida, 


CBSA - Released ul iud. UE n Act 
ASFC . Divulgation se 


| am now just catching up on emails. If you have the clauses vou can send 
them to me and I will incorporate into the document. 
thanks 


ute 


d ulie | is 


Director, Workplace issues Management 
Canada B orde] r Services d v/ Government of Canada 
Julie. Mes ^ 13-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


Julie. Burke @cbhsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


ida. Benouatt taf cbsa- bsa-asic ge 'C.Cd» 


Sent: ee 25. 901 3: 35 on 


To: Burke, ne «i 


iu å Eum 


Bonjour Julie, 


C'est pour vous confirmer que mon équipe et moi sommes préts à apporter notre contribution par rapport au volet sécurité 
des ententes de télétravail. 


Comment voulez-vous procéder? Est-ce que vous souhaitez rédiger le document et on vous fournit nos commentaires, ou 
bien on vous envoie les clauses sur la sécurité à incorporer directement dans le document? 


Je suis disponible pour discuter, si nécessaire 


Merci 
Rac hida 


Rachida Benouattaf, MBA 
Director, Infrastructure and Information Security Division 
Security and Professionnal Standards Directorate 


Canada Border Services Agency / Government of Canada 


aaas ie, p. År] Å / Tel: 343-291] | -5068 / Cel: 343-998. 435 57 


Directrice, Division de l'infrastructure et de la sécurité de l'information 
Direction de la Sécurité et des normes professionnelles 

Agence des Servi ices fi OMG du Canada / Gouvernement du Canada 
"bep-asto.pu.oa / Tél: 343-291-5968 / Cél: 343-998-535 


ur l'Accès à 


l'inf 


formation 


CBSA - Released u Joe 


ASFC  Diulgeon eee 


Burke, Julie 


From: Burke, Julie 

Sent: April 3, 2019 02:43 PM 

To: Benouattaf, Rachida 

Cc: Gualtieri, Francesca 

Subject: RE: Telework Agreement - Security Clause 


Thanks Rachida. We will ensure that this is in the Telework agreement form. 


Director, Workplace Issues Management 
d Bora der ibis rvices Agency / Government of Canada 
fc.ac.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie.Burketücbsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Benouattaf, Rachida <Rachida.Benouattaf@cbsa-asfc.gc.ca> 
Sent: April 3, 2019 12:08 PM 

To: Burke, Julie «Julie. Burke @cbsa-asfc.gc.ca> 

Cc: Benouattaf, Rachida «Rachida.Benouattaf 2 cbsa-asfc.gc.ca» 
Subject: RE: Telework Agreement - Security Clause 


Hi Julie, 


wi ill send y you he vised one. 
Security 
|. The employee agrees to review and comply with Treasury Board Security Policy, standards and procedures and to take 


all reasonable care to protect sensitive government information and assets at the telework place against unauthorized 
disclosure, loss, theft, fire, destruction. damage or modification. 


RÀ 


The employee will immediately notify the manager of any breach of security involving CBSA information and/or 
assets. 


Sécurité 


3. L'employé accepte de lire et de respecter les politiques, les normes et les procédures du Secrétariat du Conseil du Trésor 
et de prendre toutes les précautions raisonnables pour protéger les renseignements de nature délicate et les biens du 
gouvernement au lieu de télétravail contre une divulgation non autorisée, une perte, un vol, un incendie, une destruction, 
un dommage ou une modification. 


pd Saa nhet 
r l'Accès a l'infont 


CBSA - Released u iss oe n Act 
ASFC . Divlgation he ur l'Accès à l'informgion 


4. L'employé informera immédiatement le gestionnaire de toute infraction à la sécurité qui concerne des renseignements 
ou des biens de 'ASFC. 


Merci, 
Rachida 


Rachida Benouattal, MBA 
Director, infrastructure and Information Security Division 
Security and Professionnal Standards Directorate 
Canada Border Ser v vices s Age ency ; / Government of Canada 
| alal j: sund Tel: 343-291-5968 / Cel: 343-998-5357 


Directrice, Division de l'infrastructure et de la sécurité de l'information 
Direction de la Sécurité et des normes pro fessionnelles 

Agence des Services frontaliers du Canada Gouvernement du Canada 

Re | el: 343-291-3968 / Cél; 343-998-5357 


From: Burke, Julie 
Sent: March 9, 2019 12:34 PM 
To: Benouattaf, Rachida «Rachida. Benouattaf to cbsa- 


Subject: RE: Telework Agreement - Security Clause 


SiC £C a> 


j am now just catching up on emails. If you have the clauses you can send 
them to me and | will incorporate into the document. 
thanks 


Director, Workplace Issues Management 
car nada Border Services Agenc y / Government of Canada 
.gc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Sent: oium 25 2019 3: 35 PM 
To: PE PUE Rene urke @chs: 


Subject: 1 Telework os Keen: Cause 


Bonjour Julie, 


C'est pour vous confirmer que mon équipe et moi sommes prêts a apporter notre contribution par rapport au volet sécurité 
des ententes de télétravail. 


CBSA - Released u is r the Access to Information Ac! 
ASFC : Divulgation en vertu de la loi sur l'Accès à l'information. 


Comment voulez-vous procéder? Est-ce que vous souhaitez rédiger le document et on vous fournit nos commentaires, ou 
bien on vous envoie les clauses sur la sécurité à incorporer directement dans le document? 


Je suis disponible pour discuter, si nécessaire. 


Merci, 
Rachida 


Rachida Benouattaf, MBA 

Director, Infrastructure and Information Security Division 

Security and Professionnal Standards Directorate 

Canada eer hes Agency / Government of Canada 

Rachida Bene l'iccbsa-asfosc.ea / Tel: 343-291-5968 / Cel: 343-998-5357 


Directrice, Division de l'infrastructure et de la sécurité de l'information 
Direction de la Sécurité et des normes professionnelles 
Agence E ie b dala du Canada / Gouvernement du Canada 

hid a-asfe.ec.ca / Tél: 343-291-5968 / Cél: 343-998-5357 


Burke, Julie 


From: Patricia D. Williams <pdwill@pipse.ca> 
Sent: April 5, 2019 02:00 PM 

To: Burke, Julie 

Subject: Re: Proposed CBSA Telework Policy 


Hi Julie, 


I have read and reviewed the Telework Policy a few times and compared it against the others I have. y 
comment I have is that the time to end a agreed Telework arrangement is 4 weeks. Maybe it should end when 


one party cancels it? Employee should be able to return to the workplace the following week and maybe 2 
weeks notice if management cancels the agreement? 


Patricia 


On Wed, Apr 3, 2019 at 8:33 AM Burke, Julie <Julie.Burkefcbsa-asfc.gc.ca> wrote: 


E Nie Sn n mr — ete ———Á— ie n — eens 


Hi Patricia, 


We have gathered many policies from other departments to work with when creating our own. I have IRCC, 
PSCP, ESDC... 


The policy has not gone live yet and looking forward to seeing your comments. 


thanks 

Julie Burke 

Director, Workplace Issues Management 

Canada Border Services Agency / Government of Canada 


er 


g. 
å RET 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


: 613-948-9838 / ATS : 866-335-3237 


Subject: Re: Proposed CBSA Telework Policy 


Good morning, 


The only 


CBSA - Released u eder ie n Act 


ASFC : Divul Faget 


Welcome back from the sunny south. 


Patricia 


On Wed, Ma 


Ah, I got your out of office and thought I would look at it tonight. 

I am a little confused by this statement as I don't know how it can be assessed/validated? 
I will re-read the rest and get back to you with any other comments. 

Patricia 

* Ensure that his or her Telework place: 


O18 a suitable working environment such that the employee will be able to comply with this Policy and his or 
her Telework Agreement: 


o conforms to municipal zoning regulations: and 


o meets the health and safety requirements of the Canada Labour Code, Part H and its 
Regulations. 


Hi Julie, 
Sorry to not respond. I will look at this tomorrow and get back to you. 


Patricia 


On Sun, Mar 17, 2019 at 1:03 PM Burke, Julie <Julie. Burke@cbsa-asfc.gc.ca> wrote: 


EE e iii PP aaor De en 


Good afternoon, 


lam writing to consult on the proposed new CBSA Telework Policy . Although we have 

been following the TSB Policy, senior management felt it was important for the CBSA to 
have its own Policy to not only attract and retain employees but also to promote a healthy 
workplace. 


In the coming weeks and months, we will be developing guidelines for managers and 
employees, Questions and Answers and a communications plan. 


Please provide me with your comments by March 28, 2019. I am available to discuss if you 
wish. 


nie ck ur l'Accès å l'inforrriftion. 


Si cl ihr Nh NE E a a he eee ee tete ee Etes nette NT NT KLE = CBSA - Released under the Access to Information Act 
loi sur l'Accès à l'information 


ASFC - Divulgation en vertu de la loi sur l'Accè 


Julie Burke 


Director, Workplace Issues Management 


Canada Border Services Agency / Government of Canada 


lie.BurkeØcbsa-asfe.ge.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Ju 


Directrice, Gestion des enjeux en milieu de travail 


Agence des services frontaliers du Canada / Gouvernement du Canada 


Julie. Burke(@cbsa-asfe.ge.ca / T 1. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


Patricia Williams 


PIPSC Steward 


OEB President 


NCR Executive 


Patricia Williams 
PIPSC Steward 


OEB President 


=xecutive 


CBSA Consultation President 


Patricia Williams 


PIPSC Steward 


OEB President 


NÆR. 


“xecutive 


Patricia Williams 
PIPSC Steward 


NCR Executive 


* 


A Consultation President 


A Consultation President 


Burke, Julie 


From: Burke, Julie 

Sent: April 5, 2019 03:39 PM 

To: ‘Patricia D. Williams’ 

Subject: RE: Proposed CBSA Telework Policy 


Thanks Patricia! 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
Julie. Burke Øcbsa-asfc.qc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


AR CE i de ia a i aimi iiri E ie NAR AA ma AS SA AR 


Directrice, Gestion des enjeux en milieu de tra vail 
Agence des services Honc du Canada / Gouvernement du Canada 
(Qcbsa-asfc.gc.ca / Tél. : 613-948-9840 Fax: 613-948-9838 / ATS : 866-335-3237 


Julie. Burke 


From: Patricia D. Williams <pdwill@ 
sent: ia 5, 2019 200 PM 


pipsc.ca» 


Sie Re: Probésed C CBSA Telework PONG 


Hi Julie. 


CBSA - Relea Re en ins nu mation Act. 
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I have read and reviewed the Telework Policy a few times and compared it against the others I have. The only 
comment I have is that the time to end a agreed Telework arrangement 1s 4 weeks. Maybe it should end when 
one party cancels it? Employee should be able to return to the workplace the following week and maybe 2 


weeks notice if management cancels the agreement? 
Patricia 


On Wed, Apr 3, 2019 at 8:33 AM Burke, Julie <Julie.Burketocbsa-asfc.gc.ca> wrote: 


Hi Patricia, 


We have gathered many policies from other departments to work with when c 


own. I have IRCC, PSCP, ESDC... 


The policy has not gone live yet and looking forward to seeing your comments. 


reating our 
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thanks 


Director, Workplace Issues Management 


Canada Border Services Agency / Government of Canada 


Julie. Burke @cbsa-asfe.ge.ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 
Directrice, Gestion des enjeux en milieu de travail 

Agence des services jrontaliers du Canada / Gouvernement du Conada 

cacca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


Julie.Burke(9cbsa-asfc.qc.c 


Subject: Re: Proposed CBSA Telework Policy 


Good morning, 


Welcome back from the sunny south. 


I have obtained lots of Telework Policies from other departments. Are vou interested in seeing them? 


Patricia 


On Wed, Mar 20, 2019 at 8:28 PM Patricia D. Williams «pdwillipipsc.ca^ wrote: 


Ah. I got vour out of office and thought I would look at it tonight. 


2 


å l'information. 


I am a little confused by this statement as I don't know how it can be assessed/validated? 
I will re-read the rest and get back to you with any other comments. 


Patricia 


- Ensure that his or her Telework place: 


and his or her Telework Agreement; 
o conforms to municipal zoning regulations; and 


o meets the health and safety requirements of the Canada Labour Code, Part II and its 


Regulations. 


Hi Julie, 


Sorry to not respond. I will look at this tomorrow and get back to vou. 
E ; & s 


Patricia 


On Sun, Mar 17, 2019 at 1:03 PM Burke, Julie <Julie. Burketocbsa-asfc.ge.ca> wrote: 


: Good afternoon, 


have its own Policy to not only attract and retain employees but also to promote a healthy 


» 


workplace. 


In the coming weeks and months, we will be developing guidelines for managers and 
employees, Questions and Answers and a communications plan. 


Please provide me with your comments by March 28, 2019. I am available to discuss if you 
wish. 


| Qulie Burke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 


Julie.Purke(cbsa-asfe.ge.ca / Tel: 615-948-9840 Fax: 613-948-9838 / TIY: 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 


Agence des services frontaliers du Canada / Gouvernement du Canada 


Patricia Williams 
PIPSC Steward 
OEB President 


NCR Executive 


CBSA Consultation President 


Patricia Williams 


PIPSC S 


teward 
OEB President 


NCR Executive 


CBSA Consultation President 


Patricia Williams 
PIPSC Steward 
OEB President 


NCR Executive 


CBSA Consultation President 


es a 


PIPSC Steward 

OEB President 

NCR Executive 

CBSA Consultation President 


From: Williams, Patricia 

Sent: April 11, 2019 12:01 PM 

To: Burke, Julie 

Cc: Eggleton, Robert 

Subject: DSO and IT Security - Telework Policy 


Good morning Julie, 


| tried to talk to you but as I am leaving tomorrow until the 24" April I wanted to send you this email to say I have 
shared the Telework Policy with the group listed: 

(Eggleton, Robert ; Campbell, Scott G ; Lanctót, Denis ; Delarge, Patrick ; Mbuyi, Steve Anderson, Edith ; Lukca, Michael ; 
Armstrong, Jamie Jamie Armstrong@cbsa-asic.gc.ca) 


They are from the DSO and IT Security and I met them this morning to discuss the DSO- Travel Policy that is currently 
being worked on. Which happens to be related to the Telework Policy you are currently working on as both policies are 
covering employees not on site. The group would like to have some verbiage to account for people requesting Telework 
privileges other than their normal Primary Residence. This includes secondary locations or locations outside of Canada. 
These requests require a higher level of review and a formalized risk assessment and then approval/denial. 


This would reduce emails/questions and confusion from employees and reduce the work for HR while maintaining a 
healthy risk profile for the Agency. 


I was thinking that people could use the same form that you have created but forward it to a DSO or IT Security mailbox 


do you think? 


I was also thinking of something within the start of your document such as (in YELLOW): 


Policy Statement: 
It is the policy of the Canada Border Services Agency (CBSA) to support employees' request for Telework 
arrangement when it is operationally feasible and cost effective to do so, subject to certain conditions being met. 


(insert) 
This Policy does not consider exceptions such as a secondary residence request or teleworking outside of 
Canada. For those situations you must refer to APPENDIX A. 


APPENDIX A: Request for Exception Approval (placed near or at the end of Telework Policy document) 


Request for Exception Approval 


This appendix details the steps required to obtain an exception to the normal Telework Policy at CBSA and covers 
the following situations: 


e Working part-time while on vacation 
e Secondary residence — inside or outside of Canada 


sens 5 BERRE a ARES 153 KE RER era ome va CBSA - Released ul i r the Acc: e. Information 
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e Other situations that do not fall under the Telework Policy 


To seek approval for the following situations you must 
xxxxt2chsa-asfc.gc.ca (I will get the real mailbox address and below à is thie idea att thé statement tht will E be 
reviewed and rewritten to ensure it covers the request) Does this policy also cover Consultants or Contractors? 


Once your request is received, it will be processed within 10 business days (or 15?) and a response sent back. 


Note: If you receive a approved exception and your situation changes and you want to continue Teleworking 
then you must immediately resubmit the original approved request and a new request detailing the change to 
your situation or if you are going to cancel the agreement then notify the above mailbox ASAP. 


A reminder: What is Security? 


The Policy on Government Security (PGS) defines Information Technology (IT) security as the "safeguards to 
preserve the confidenti ali ity, integrity, availability, intended use and value of electronically stored, processed or 
transmitted information". The information and systems you use daily are critical to the CBSA's business 


operations. 


The use of IT continues to grow at a dramatic pace, so do the threats to the security of computer systems and 
the information being processed, stored or transmitted by this technology. You are the best protection 
available: remain aware of your personal IT security responsibilities and your diligent use of security 
techniques. It is everyone's responsibility at the CBSA to ensure that the Agency's computers, communications 
systems and information are secure. 


FLETTER xx fe Ke RCS os a KE RER GK Å eek 
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Team lead/ Chef d'équipe 

Governance, Strategy and Major Projects/ Gouvernance, stratégie de la Tl et projets majeursIT Security and Continuity Division | 
Division de la sécurité et de la continuité de la Tl 

Enterprise Services Directorate | Direction des services de l'entreprise 

information, Science and Technology Branch | Direction générale de l'information, des sciences et de la technologie 

Canada Border Services Agency | Agence des services frontaliers du Canada 

Ottawa, ON, KIA 0L8 | Ottawa, Ont., KIA O8 

patriciawilliamsQ chsa-asfc.gc.ca 

Telephone | Tél sr 343- 291-6694 

Gouvernement of Canada | Gouvernement du Canada 


CBSA - Released under the Access to Information Act 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


From: Gualtieri, Francesca 

Sent: April 12, 2019 09:55 AM 

To: Girard, Claire 

Cc: Burke, Julie 

Subject: RE: Telework and Alternative Work Arrangements Policies and Guidelines 


Hi Claire, 
Thanks for your e-mail. 


Please be aware that Labour Relations Programs is responsible for the Agency-wide Telework Policy and respective 


instruments related to telework. These documents will be launched in the near future. 


Other Directorates within the Agency should not be creating their own telework policy. 


If there are any questions, please ask your DG to correspond with Julie Burke or Marc Thibodeau. 


Thanks and have å nice workday. 
Francesca Gualtieri 


Senior Advisor, Labour Relations Program, Human Resources Branch 
Canada Border Services Agency / Government of Canada 
francesca.g 


Conseillére principale, Programme des relations de travail, Direction générale des ressources humaines 


Agence des services frontaliers du Canada / Gouvernement du Canada 
francesca.gualtieriticbsa-asfc.ge.ca / NC : 613-946-4288 


From: Girard, Claire 

Sent: April 12, 2019 9:41 AM 

To: Gualtieri, Francesca 

Subject: Telework and Alternative Work Arrangements Policies and Guidelines 


Good morning Francesca, 


l've been asked by my DG to develop Telework guidelines for my Directorate. I know that HR has been working on 
Telework/AWA policies and guidelines. Would it be possible to obtain copies of any draft policies and/or guidelines 
available? 


Thank you for your assistance, 


Claire Girard 

Manager | Gestionnaire 

Benefits Management Unit | Unité de la gestion des avantages 

Canada Border Services Agency | Agence des services frontaliers du Canada 

Government of Canada | Gouvernement du Canada 
| d@chsa-astc.ec.ca / Tel: 613-960-3576 NEW 
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Burke, julie 


From: Gualtieri, Francesca 

Sent: April 12, 2019 05:01 PM 

To: Christianson, Susanne 

Cc: Burke, Julie 

Subject: Telework: Previous Draft CBSA Documents 

Attachments: All appendixes Telework agreementUan 2019). doc; 20190412-AgreementForm.docx 
20190401-LRP-CIC-TeleworkPolicy 


Hi Susanne, 

This is the current status of the Telework exercise. 

Policy 

We need to obtain a word version of the CBSA Telework Policy from Julie in order to incorporate applicable changes, s uch as the 


correct terminologies (i.e. name ofthe TAA Form, amend the telework request form) and insert the applicable links (since it will be a 
policy posted on Atlas). 


* 


Also. not sure if we need to also include other references within the Policy (such as the TBS Telework Policy...look at the ESDC 
documents for applicable TBS related instruments). May also need to include other CBSA instruments (Le, securitv/TT/OHS policies). 


* All proposed changes to the current Policy needs to be actioned in a different colour for DGO approval. 


k Policy: 


/ the Telework Pol 


ts to be crea 


ted to accompam 


Suggested LRP Instruments/documen 


e . All applicable information supporting the Policy needs to be captured in this document. 
e Need to ensure we have a DTA section. 
e We will need to work with IT/Security/OHS to validate their proposed sections. 


+ Self Assessment Tool (?) — if required this can be an annex within the Guideline 


EO 


+ Prepare proposed message for insider (see sample). 
+ Q&A (to be available on our website) and included in the insider message. 
e Work with communications once we have a draft version of the message and Q&A approved by DGO. 


| The Canada Border Services Agency (CBSA) is committed to fostering 
workplace well-being and providing policies and programs designed to help 


| employees balance their work, personal and family responsibilities. 


» 


Telework is one of several flexible work arrangements that may be 


| considered within the context of the employer's operational requirements 
| and employee needs. 


rmal 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information 
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The new Telework Policy describes the Agency's commitment to 
| considering telework when appropriate, as well as the various requirements 
| to be met when approving telework arrangements. 


| Please refer to the following Questions and Answer to learn more about 
| telework related opportunities. 


| Employees are encouraged to discuss applicable telework possibilities with 
| their respective manager or supervisor. 


| Management can consult accordingly with their regional Labour Relations 
| Advisor for assistance regarding telework related situations. 


TAA and Guideline 


“a 


I started working on a draft CBSA Telework Arrangement Agreement (TAA) Form (see enclosed). For your reference e, I used the CIC 
sample. 


It would be beneficial to have an official form created for this purpose (instead of a word/PDF document) and refer to respective 
CBSA policies and guidelines for direction. 
+ — We can include additional requirements in “section D" to validate the parties have read or understood specific requirements 
associated with applicable Policy/Guidelines. 


Enclosed is a draft version of appendixes previously created by LRP. 
ə You can incorporate some applicable information found in the appendixes into "section D" of the TAA or in the actual 
Telework Guidelines. 
e The sections in the Guideline specifically related to IT, security and OHS. will need to be validated accordingly. 
e ldonot believe we should have appendi ixes specifically for IT, security and OHS in the TAA. Instead, I would like to have 
mandatory forms (as per section B of the TAA form which refers to respective security, IT and OHS) which need to be 


completed in order to validate the TAA. 
Forms 


In terms of official forms. we need to validate who in the Agency would be responsible for created official forms. I assume it would 
be IT/communications. To be validated. 


In the MEO as L à d fiai wd tollowi ing instruments were identified. Not sure if they still exist or are required for this 


e Form T2200, Declaration of Conditions of Employment 
© Guide T4044, Employment Expenses 


Please do not hesitate to call me so we can further discuss the next steps and applicable requirements. 
Thanks, 

Francesca Gualtieri 

Senior Advisor, Labour Relations Program, Human Resources Branch 


Canada Border Services Agency / Government of Canada 
francesca. eualtierii2cbsa-asfe.gec.ca / NEW Tel: 613-946-4288 


C onseiliere principale, Programme des relations de travail, Direction générale des ressources humaines 
A genc one ser vices frontal ers du Canada / Gouvernement du Canada 
; AU Tél. : 613-946-4288 
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APPENDIX B - Telework Security Acceptable Use Policy... 16 
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APPENDIX C - CBSA telework guidelines questions and answers generally 


applicable to normal telework .….......................... —— EE S 
Part A: General questions and ARMOR. erreurs D 
Part B: Operational questions and answers for managers 10 


Part C: Questions and answers on costs, taxes, safety, health and security .............. 14 


l'information. 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


CBSA Telework Agreement 


igreement 1s to provide a written record of the telework 
arrangement between the delegated manager and the employee. The telework agreement 
describes the terms and conditions of the telework arrangement, including any security 


measures that will be taken. 


a 
€ 


The purpose of the telework : 


Ensure that you review the telework agreement carefully so that you are able to agree and 


abide by the rules and guidelines contained therein. This agreement must be read in 
conjunction with the CBSA Telework Policy. 

Telework is voluntary and not an employee right. A telework arrangement can be 
terminated at any time, with reasonable notice by either party. 


Please indicate if vou are completing the agreement for a regular full-time or part-time 
telework arrangement: 


|! Regular (Full-time) Regular (Part-time) 
| Telework 


Eee 


| If completing for regular 
| full-time telework. 
| complete and attach all 


time telework, complete and 
| attach all appendices 


CBSA - Released under the Access to Inf: 
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Canada Border Agence des services 
Services Agency frontaliers du Canada 


telework option is available to employees who: 


Å have completed the period of formal and/or on the job training required to be fully 
functional with limited supervision: 


d demonstrate a high degree of self-discipline and the strong work habits required to 
ensure operational requirements and etfectiveness are not compromised; 

a have demonstrated consistent performance, both qualitative and quantitative, that 
meet the performance expectations as set out in the employee's expectation 
agreements, or, based on delegated managerial discretion; 


PR 


Li consistently demonstrate, with minimal supervision and direction, appropriate 
emphasis and focus on Section, Directorate and Branch goals and priorities as 
agreed and set in the employee's expectation agreements; 

d take the necessary steps to ensure that the level of service provided to clients 
remains high and is not materially affected by the telework arrangement, and 

T proactively take the necessary steps to make and facilitate the necessary 
arrangements with the respective delegated manager to ensure adherence with all 

the requirements below and who demonstrates the flexibility and cooperativeness 

required by a telework agreement. 
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Canada Border Agence des services 
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Employee Self-Assessment 


A successful teleworker is one who enters the telework situation with realistic 
expectations — one who has honestly evaluated what he or she can reasonably expect 
from the telework experience. The below is designed to assist you in assessing whether 
telework is right for you. 


It is important to note that telework is a choice, and not an entitlement, nor an obligation. 
All telework requests are assessed on a case-by-case basis. 


(1 Are my tasks easily adaptable to telework? 


Can I store, process and transmit information in a safe and secure manner? 


tod ae 


Does having the work done at the telework place make sense from the 
point of view of the overall operations? 


— Will service to the public be negatively impacted by my telework 
arrangement? 

— How will I handle urgent requests on short notice? 

à How will communication with my co-workers be affected, and how will 
my telework arrangement affect my co-workers and their workload? 

JJ How will I continue to maintain effective interpersonal relationships and 
build relationships with new co-workers? 

I Am I self-motivated and do I have the ability to establish priorities and 
manage my own time? 

— Can I work at home with minimal disruptions? 


dern 


Will I be negatively or positively impacted by working alone on a regular 
basis? 


A. Telework 


Canada Border Agence des services 
Services Agency — frontaliers du Canada 


ing employee: 


Name: Group / Level: 
Job Title: 

Division/District: 

Branch / Region: 


PRI: Responsibility Center 


B. Work Location: 


Designated Workplace: 


lelework place: 


Telephone Number at telework place: 


Alternate Number in case of Emergency: 


—. Hours of Work: 


Delegated manager: 


Name: 


Job Title: 


This Telework Agreement ("the Agreement") is between the Canada Border Services 


The employee and the 2 


Led 


(the Manager), and 


Po 


BSA hereby agree to the following conditions: 


gen 


[his Agreement does not supersede relevant legislation, collective agreements, 


policies and guidelines of the CBSA and Treasury Board of Canada Secretariat, 


which govern this Agreement. 


The employee and the delegated manager have agreed that the employee will 
work in a telework arrangement to perform the duties of _ | 
at the telework place (described above). 


This Agreement will be for the period commencing and ending 


CBSA - Released under the Access to Inf: 
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Canada Border Agence des services 
Services Agency frontaliers du Canada 


__ subject to paragraphs 28, 29, 30 and 31 of this Agreement. 


The employee will work at the telework place days per week on the following 
days: ___. The employee will work at the Telework place < 96 
of the employee's s total work time. The employee's telework hours will be in 
accordance with his/her pre-approved work schedule. To ensure sufficient 
resources are available at the designated workplace in order to meet operational 
requirements, changes will be kept at a minimum and will be pre-approved by the 
delegated manager. 


Any overtime work is to be authorized in advance and in writing by the delegated 
manager. 


When required by the delegated manager and with reasonable notice, the 
employee will return to the designated workplace at their own expense to work on 
urgent/operational priorities. 


In instances of telework, the employee will return all case files to the designated 
workplace. following termination of the telework agreement or completion of the 
work, W hichever is shortest. The delegated manager must pre-approve all files 


removed from the workplace for cases of episodic telework. 


The delegated manager and the employee will meet regularly (frequency to be 
determined by the delegated manager) to review the work of the employee and to 
review priorities to ensure that the quality and quantity of the work carried out by 
the teleworker is sustained. 


During scheduled hours of work at the telework place, the employee will be 
accessible (by phone and e-mail) to clients, colleagues and management in order 


to provide the same level of service as provided at the designated workplace. 


Any meeting in person with clients will take place at the designated workplace or 
at the client's workplace (not the telework place). All applicable correspondence, 
(mail) will be retrieved by the employee at the designated workplace, as required. 


. The employee will observe all applicable CBSA policies, procedures and 


guidelines. 


Felework place and material 


. The employee declares that his or her telework place is a suitable working 


environment, conforms to municipal zoning regulations and is adequately insured. 
The employee will notify the delegated manager in the event of a move and if any 
of these requirements is no longer being met. 


e 
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13. The employee is responsible for any overhead, maintenance and other incidental 
costs associated with the use of the telework place, i.e. insurance, heat, hydro. etc. 
Any office furniture is to be provided by the employee, i.e. desk, chair, computer 


table, etc. 


14. The delegated manager will determine the CBSA material and services to be provided 
to the employee for work-related purposes at the telework place. The equipment and 
electronic network requirements shall be decided upon on a case-by-case basis and an 
agreement reached between the delegated manager and employee prior to undertaking 
the telework situation. The material provided is described in the Use of Material Off 
Government Premises Agreement and the Employee Use of Material Card, duly 
signed and appended to this Agreement (as Appendix B). The employee is 
responsible for arranging IT technical support for the installation, maintenance, repair 
and recovery of the material provided by the employer. Where equipment is not 
functioning, the employee will report to the designated workplace. Discretion may be 
exercised by the emplover. 


15. When required, the employee agrees to : “AL, v TM reason ipei noti Ice, Å aC e SÅ 
representative identified by the deleg 
computer cquipmen 


order to repair tne 


16. The teleworker will use only the CBSA standard secure remote access (SRA) 
workstation and the standards and rules for SRA must be followed. The teleworker 
is required to connect to the network periodically or bring the workstation into the 
office on a regular basis to ensure security patches and platform/software upgrades 
are applied. 


17. At the termination of this Agreement (unless it is renewed), the employee is to 
return to the CBSA, all material provided to him or her. 


15. The employee agrees to review and comply with CBSA policies and procedures 
regarding the personal use of material including the limited personal use of CBSA 
electronic networks (Electronic Networks Policy Guidelines) and to take all 
reasonable care to protect and safeguard the Agency's assets and information being 
used at the telework place. 


19. The employee agrees not to hold the CBSA or anv of its employees either 
vicariously or personally liable for any damages to the employee's personal or real 
property that occurs during, or is caused by, the employee performance of his or her 
duties at the telework place. 


ccv reb puc MM M dr CBSA - Released under the Access to:Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Canada Border Agence des services 
Services Agency — frontaliers du Canada 


CBSA - Released u iui DOE mation Act 
ASFC - Divu tas c cie ur l'Accès à l'intormition 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


Health and Safety 


20. The delegated manager and the emplovee have been provided with information on 
how to establish a healthy and safe work environment. The occupational health and 
saletv (OLS) of the employee will not be jeopardized as a result of the telework 
arrangeme nt. Jt 5 recomn mended that the manager and employee take the following 


e Occupational Health and Safety in the Workplace (H3001-N Å 


calth and Salety for Managers and Supervisors 


e£ * 


& Occupat cial Bi 
Online 

e Occupational Health and Safety for Managers and Supervisors 
in C] dos 

e Violence Prevention in the Workplace (117081) Online 


2l. The employee will comply with the Canada Labour Code. Fart IL the National Joint 
Council - OHS Directive and all CBSA policies pertaining to OHS, 


22, The emi ij die agrees to allow, with reasonable notice. a CBSA representative 


idei ati by the delegated manager, access to the telework place ani ually to ensure 
that the "e wk place meets all OHS requirements. TO BE REMOVED 


23. The employee will immediately notify the delegated manager if the requirements 
described in paragr aph s 20 and 21 are no longer being met or if the employer and or 
employee suspects it is no longer being met. 


Secur ity 


24. The employee will complete Appendix D — Telework Security Acceptable Use Policy to 
ensure that all security requirements at the telework place are complied with. 


i 


ensure iris viis tele oe p rd e meets any mdi re quirements. TO ) BE "REN MC OV ET ) 


26. The employee agrees to review and comply with CBSA security policies, standards and. 
procedures and to take all reasonable care to protect sensitive government information and 
assets at the telework place against unauthorized disclosure, loss, theft, fire, destruction, 
damage or modification. 


27. The employee will immediately notify the delegated manager of any breach of 
securitv involving CBSA information and/or assets. 
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Review and modification of the Agreement 


28. The delegated manager and the employee shall review the telework arrangement 
together at least once every 12 months for conformity to this Agreement and to review 
its feasibility, both in respect of CBSA operations and the Treasury Board Telework 
Policy. A review may occur more frequently, at either the employer or employee's 
request. 


29. This Agreement may be altered by mutual agreement between the delegated manager 
and the employee. The delegated manager may also at his or her discretion alter the 
Agreement without notice due to urgent operational requirements. 


30. The Telework Agreement may be terminated by the employee in writing with 
reasonable notice to the employer to arrange for accommodation in the workplace 
(e.g. 2 weeks). The employer may terminate this telework agreement at any time and 
without advance notice to the employee. | 


31. This Agreement terminates automatically at its end date or earlier, when: 
a) the employee’s duties or responsibilities change, e.g. due to a promotion, 
transfer, developmental assignment, reorganization, etc.; 
b) the employee fails to fully meet job performance expectations: 
€) the employee fails to adhere to this Telework Agreement or to CBSA 
policies, rules and procedures; 
d) there is a breach in security; or 
e) theemployee's employment with the CBSA terminates; 
f) operational requirements necessitate the employee return to the workplace. 


Delegated Manager's signature Date 


Note: Once the Telework Agreement has been duly signed, the delegated manager appends a 
copy of the following documents to this Agreement: 
Appendix À ~ Health and Safety Inspection 
Appendix B — Telework Security Acceptable Use Policy 


x 


Employees who work more than 50% of the time at home, as determined in Clause 4 of their 
signed Telework Agreement, may be able to deduct certain work-space-in-the-home expenses 
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when completing their tax return. To determine if they are eligible to make a deduction, the 
employee should review the following: 


0 Clause 4 of their Telework Agreement to determine if they meet the "more than 50%" 
requirement; and 


joyment and in 


Conditions of Emr 


If eligible and wish to make a deduction, teleworkers should provide Form T2200 to their 
manager, who will complete it based on the information in Clause 4 of the employee's 
Telework Agreement. 


Employees who Telework (have a signed Telework Agreement) can request that their manager 
ration of Conditions of Emp 


EC) e Form 


12200, managers must: 


review Clause 4 of the employee's Telework Agreement to determine if the "more than 50%" 
requirement is met; and 


complete all relevant areas of Form 12200. For the question "Did you require this employee 
under a contract of employment to use a portion of his or her home for work?" (question #10, 
2007 version), answer as follows: 


ves if the "more than 50%" requirement is met; or 


no if the "more than 50%" requirement is not met. 
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| Date of annual Is telework still | If telework 
review | feasible? continues, does 
| the agreement 

| require 


| Employee 
| Signature and 
| Date 
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APPENDIX A — Health and Safety Inspection 


A home office should meet the same health and safety standards as those at the regular 
workplace. This checklist is required to ensure that the Telework place is a healthy and sate 
work environment, 


s 


no. 


oe 


Please indicate if the following requirements have been met. i.e. “yes”, 
A. HOME OFFICE Health and Safety 


Home Office Environment 


| T 'he computer furniture, shelves, cabinets and bookcases are 
sturdy and properly installed (i.e. anchored to wall where 
necessary). 


| My workstation is adjusted properly. My desk, chair, computer 
| monitor and keyboard are at the appropriate heights and 
| adjustments (e.g. head and wrists are in a neutral position). 


| L am aware of how to prevent musculo-skeletal injuries (e.g. take 
| breaks to prevent extended hours of repeated motions or of being 

| in the same body position). The *Guide to Address Ergonomics- 

| SEDER Hazards with Computer Workstation” can be found at the 


| The li dig: g " properly arranged and appropriate for my work 
| (e.g. there are no reflections on, or glare from the computer 
monitor). 


I have control over levels of ventilation, temperature, light and 
| sound. 


ir MM ME pe att ie mS 


| There are no tripping hazards such as frayed or wrinkled carpets or | 
| obstructed halls, walkways, stairways or entries and that any 

euardrails are properly installed. Note: OHS PREVIOUSLY 
| RECOMMENDED I 1 IAT THE RED BE REMOVED. 
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U 


| Shelving and file cabinets are not overloaded and heavier objects 
| are > stored from the bottom up. 


| Items stored above head level are secure and stable and a step 
ladder or stool is available to get to these items. 


| 10. | Wall and ceiling fixtures are fastened securely. 


| Any extension cords are in good sonitition and positioned 
| properly. 


Fi ire > Protection 


| m: | There is a smoke detector in close proximity to my work 
| Fe I will regularly check to ensure it is in proper working 
| | condition. 


Paper materials and any combustibles are stored safely away 
| from all heat sources. 


| I have complied with e" standards relating to fite safety | 
and emergency measures 


: A periodic office contact schedule has been established, 
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I am aware that I must immediately report any accident or 
| injury to my delegated manager. 


Ld 
PS. e 


| Any other health and safety hazards have been addressed 
| (please specify below). 


| Comments: 


Note: Additional information on occupational health and safety may be found on Atlas at: 
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APPENDIX B — Telework Security Acceptable Use Policy 
Telework Security ACCEPTABLE USE POLICY 


FOR THE PROTECTION OF SENSITIVE INFORMATION AND ASSETS OUTSIDE 
THE WORKPLACE 


Employees who are required to handle (e.g., access, process, transport) designated 

"Protected" and "Protected — Particularly Sensitive" information (referred to hereafter as 
sensitive information) and assets outside of Canada Border Services Agency (CBSA) 
premises for the purpose of performing work-related activities are subject to comply with the 
established agency operational and security policies, standards and guidelines, and the 
security requirements contained in this Acceptable Use Policy (AUP). 


Working outside of CBSA premises includes official teleworking agreements, telecommuting 
services (e.g., hotelling, working at residences, being on travel status, job specific functions 
such as Auditors, Collectors, mobile Customs Officers) which may require access to Agency 
Information Systems when conducting official business. Teleworking/Telecommuting 
services allow for the manipulation of sensitive information either in paper form or by 
utilizing Agency Information Systems for processing, storing and transmitting sensitive 
information as if working on CBSA premises. 

As an authorized user of the Telecommuting (Teleworking) services I am responsible for: 


+ Using only approved devices (ie: computer) that have been provided by the CBSA for 
accessing. processing, storing or transmitting sensitive information. 

Using only CBSA approved software and respecting all licensing agreements. 

èe Accessing sensitive information and CBSA Systems for the sole purpose of performing 
assigned, work-related activities. | | 
Never attempting to bypass CBSA security mechanisms. 

Ensuring persons such as friends or family members are not allowed to access CBSA 
Systems or view sensitive information. 

e Taking extra precautions when accessing, processing, storing or transmitting sensitive 
information in a public/private place to avoid shoulder surfing or eavesdropping. 

e Using caution and care to ensure information communicated via electronic mail (e-mail) 
is forwarded to the intended recipients, and that all sensitive information is encrypted 
under approved agency algorithms before it is transmitted (for more information, please 
refer to Electronic Networks Policy Guidelines link provided: 


e Ensuring changes to the configuration of the device are made by designated agency 
information technology (IT) support staff. or under the direct instruction of designated 
agency IT staff. 

e Never installing, modifying or altering the configuration of hardware or software without 
authorization. 

e Ensuring the device is equipped with CBSA approved logical access controls, encryption 
and a current anti-virus product. 
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e Encrypting any protected information residing on hard drives or removable media using 
approved CBSA encryption software. 

e Obtaining a unique user identification (ID) code and complying with the rules and 
regulations associated with the use of the UserID. | 

e Understanding that I am accountable for all accesses and transactions made with the use 
of my UserID. 

+ Complete a Privileged User Risk Management (PURM) form if I require Administrative 
Rights over the device (contact your local IT help desk for more information, if required). 

e Ensuring my password is in accordance with CBSA standards: 

e 6alphanumeric characters, 

e Not easily guessable, 

e Changed at least every six months or immediately if it is suspected they have been 
compromised, and 

e Never revealed or shared with anyone. 

e Understanding that CBSA systems and information resources are subject to monitoring. 

e Participating in a semi-annual security audit and inspection of the device. 

+ Activating the screen-save feature with password protection when I leave active 
session(s) unattended for short periods of time. — 

e Terminating all active sessions and logging-off the Agency Information Systems when I 
am finished performing work-related activities or when leaving for extended periods of 
time. 

e Ensuring that I supervise all authorized maintenance and support by non-CBSA personnel 
needing access to equipment, software or to areas storing sensitive information. 

e Reporting any actual or suspected loss, unauthorized disclosure of sensitive information 
or Agency Information Systems immediately to Security and Professional Standards 
Mirectorate 1 thr ough the — s dele Jegated. manager I in accor en with The CBSA 


inüde 

e Maintaining regular backup of my critical and essential files, and retaining them at a 
separate location as needed. 

e Ensuring any sensitive information written to removable media, such as diskettes, hard 
disks, tapes, CDs, etc., is encrypted by the installed secured configuration. If this is not 
possible, it is to be encrypted under approved agency algorithms and stored in a lockable 
cabinet when not being used. When encryption is not possible the media is to be stored in 
approved containers secured with a padiock or combination lock. 

+ Ensuring physical access to sensitive information and assets are controlled at all times by: 
ə Storing sensitive information, laptops and notebooks in approved briefcases or 

containers when not in use; 
e Protecting computer systems, laptops sd notebooks as I would any other valuable 
asset. 

e Ensuring sensitive information and assets in-transit are protected in accordance with the 
CBSA Comptrollership Manual, Security Volume. 

e Ensuring sensitive information and media are handled (1.e. marked, stored, destroyed, 
erased and communicated) in accordance with established agency security policies, 
standards and guidelines. 
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e Refraining from smoking. eating, and drinking while around Agency Information 
Systems as this can lead to equipment failures, data corruption, etc. 


Ch 


As a user of the Telecommuting (Teleworking) services. I take full responsibility for my 
actions and understand that any violation of the spirit or intent of these security requirements, 
agency operational and security policies, standards, and guidelines can lead to revocation of 
this privilege, disciplinary action up to and including dismissal, and possible eriminal 
prosecution. 

I understand the use of CBSA IT systems and information resources are subject to 
monitoring, and by using these IT systems and information resources to perform only 


sw 


assigned work-related activities, that I consent to such monitoring. 


(please print) (dd-mm- 


The above-mentioned employee is hereby granted access to use the Telecommuting (Teleworking) 
services, | 


DATE 


(please print) (dd-mm-yy) 
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rocessed/stored at a classification 


for information being | 


_ ppropriate 
of up to and including Protected B. 


id 


This checklist is only a 


IT Elements 


Purpose 


The purpose of the CBSA Information Technology (IT) Security/Information Security 
Checklist is to assess the Information Technology environment/procedures used by 
Teleworkers. 


| Contact Information 
| (provide names, titles & phone numbers of | 
| individuals completing questionnaire) — 


| Facility Under Review 
| (provide complete address of facility under 
| review) 


| Will the maximum level of information being processed at the 
| | above noted location be no greater than Protected B? 


| Does the Teleworker have a certified computer system using the 
current Secure Remote Access Platform certified by 


CRA/CBSA? 


t 


Is the telework environment only accessed by individuals with a 
need-to-know? 


tp 


4. | Are authorized procedures currently in place to obtain forgotten — | Yes 
| | or locked out passwords for both the C RA/CBSA platform and | 
| PKI certificates? 


i 
i $ 
på 
| å 
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DSL, are there procedures in place to ensure platform upgrades | (if yes, please 
(i.e. security patches, anti-virus updates, etc.) and that these are | identify) 
adequately performed? 


H 


| Åre users prevented from saving CBSA information to [ ] Yes No 
removable storage devices, such as floppies, CD-ROM's, USB | (if NO, employee 
drives or external hard drives? | needs to read the 

| policy on use of 
these) 


| All information saved to any type of media such as paper, CD 
Disk, floppy diskette, or thumb drive must be secured in an 


| Computers are locked out and information secured when not in 
| use or when the employee leaves their workstation. 


"TX Tim 
| (if yes, please 
identify) 


| Is the telework platform for this client setup with a standard 
| locked down build? 


Are there support mechanisms/arrangements/procedures in place | 
| for the telework equipment? 


environment (in case a security incident report must be 
| generated)? 


ASFC - Divulgation en vertu de la loi su 
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The maximum classification of 


| documentation, information or assets 
| eligible for telework is Protected B. 


| The delegated manager authorizing the 


telework environment for an employee 


| is responsible to ensure the security of 
_ CBSA assets and information in that | 
| environment. The telework environment | 


is to first be reviewed by the delegated 
manager responsible, using this 


| document as a guide to the security 
| requirements. If they have concerns, 
they may elect to request a review of the 


security profile of the residence or other 


| location where the telework is being 
| allowed. 


ASFC. - Divulgation en vertu de la loi su 


| Minimum Physical Security for Telework from a 
| Private Residence 


The room where the telework is to take place 
must have a door that can be locked. 

The employee must ensure that no 
information is available to family members. 
Equipment provided for telework is not to be 
used for any other purpose, nor to be used by 
anyone other than the employee. 

Laptops must be secured in the file cabinet 
when not in use. 

In a home telework situation where the 
employee is provided with a desktop CPU, 
the employee must ensure that nothing is 


saved to the hard drive, that the unit is logged 


off and shut down when not in use, and that 


records of User ID and Password are secured 


within the approved cabinet. 

By signing the telework agreement, the 
employee must be aware of and must allow 
periodic visits by the delegated manager, or 
CBSA Security to verify compliance with 
security requirements. 

The employee is responsible for ensuring the 
secure transfer of files and information to 
their office environment for permanent 
storage on a regular basis. Files should not be 
retained at a telework location in any 
quantity. Only those active files actual in use 
should be present at a telework location. 

The delegated manager approving the 
telework and the employee working from 
home must maintain a log of files removed 
from the office and brought into the telework 
environment. This log will be used to 
determine critical risk in the event of loss, 
and facilitate rebuilding or recovery of the 


l 
5 
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LT | OF 


| Standard 
| Private home (Describe housing and 
| | facilities where 

| The intent of this questionnaire is to record an accurate | telework services will 


| be located. Include 
current security 
devices) 


= | | picture of the telework environment. Literary description 
| and photographs may be used to identify the security 

| | zones and features within the telework environment and 
| surrounding area. 


PN Ware: 


[sd 


| o Locking latch set | 
o | [ ] Yes | 


| Agency treer Security ae å file cabinet. The 
| cabinet must placed away from windows. 


| All windows are secured. (This securing device may bea |[ ] Yes 
| solid locking device approved by local security, or a drop | | 
| bar that fits snugly between the sliding pane and a fixed | 
| window jamb.) 

CPU display screens are positioned such that it cannot be | [. ] Yes 
viewed from an exterior location or by family members 


within the home when in use. 


ii iini nmn nii ————Á—— EER MMMM 


Will the location of telework services be within a L_] Yes 
designated area within the home? 


Is the designated area for the telework services used for | [] Yes — | 
any other purpose other than telework? | (If yes, detail other 
| | uses) 
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Emergency Procedures and Business Continuity Planning 


(This section is intended in the event alternate arrangements need to be arranged/considered) 


| of the telework facility? 


| w 


| If an alternate site is ide 
| Policy) are procedures in place to periodically inspect the 
| alternate site? 
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By signing below, I attest that all of the preceding information 


is correct to the best of my 
knowledge. 


HH EUR eide 


NENNE 


és å l'informition 
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APPENDIX C - CBSA telework guidelines questions and answers generally 
applicable to normal telework 


General questions and answers 


Al. What is telework? 


lework is an authorized working arrangement in which employees perform all or part of their 
regular work away from the official workplace; the work is usually carried out in the employee's 
home. Telework may be on a full-time, part-time or occasional basis (for example after a short- 


Tel 


term illness or injury or during renovations of the designated workplace). 
A2. Why telework? 


It serves to meet the needs of a growing, diverse workforce: persons with disabilities (telework 


is one of many options), dual-career families, single parents, etc. It also helps employees meet 
personal needs for flexibility in work scheduling. In cities with pollution and traffic problems, it 
alleviates environmental and commuting concerns. It may also reduce accommodation costs at 


the designated work 
technology and telecommunications equipment have made telework more feasible and 


place and parking facility requirements. Moreover, recent advances in 


affordable. 


A3. Part of an employee's duties is to go out and meet with clients at their workplace. Is 
king and would the Treasury Board Travel Directive apply? 


this telework 


| kplace is not considered a telework place. If an employee were required 
report to a location away from their telework place or his/her designated workplace to perform 


A4. Can anyone telework? 


Experience has shown that while most teleworkers require a period of adjustment, those 
employees who are self-motivated and wish to have the flexibility that telework provides tend to 
experience few difficulties. Any employee may be eligible to telework, provided the following 
key principles are met: 


* telework is operationally feasible 
+ there is no loss of production or performance 
+ itis voluntary 


¢ it does not generate extra costs (except for one-time start-up costs) that cannot be 
recouped over a reasonable period of time 


translators, program analysts, etc. Many jobs could lend themselves to telework. M 
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e it has been approved by management (at least at the director level) 


+ it does not change the terms and conditions of employment or the provisions of 
collective agreements 


e adescription of the telework arrangement has been signed by the director and a copy has 
been given to the employee 


AS. What types of jobs are adaptable to telework? 


Any job that complies with the basic principles outlined in these Guidelines may be eligible. 
Some examples include auditors, computer systems administrators, architects, scientists, 

ost could not 
be performed through full-time telework, but many could be performed using part-time 
telework. Each case must be judged individually, with the final approval resting with 
management. 


Certain qualities might make some jobs more adaptable to telework. For example, project- 
oriented tasks such as reading proposals and reviews, making funding decisions, conducting 
research, and easily quantifiable tasks such as translation are easily adaptable to telework. Some 
client service jobs such as dealing daily with enquiries, with "walk-in" clients or where highly 
sensitive material is handled would likely not be suitable for full-time telework, but may be 
suitable to part-time or occasional telework. 


For the employee: 
8 improved motivation and productivity 
ə reduced stress 
+ increased control over work and personal life 
ə reduced commuting time 


e reduction in some costs such as: transportation, parking, food and clothing (may have an 
increase in other costs such as energy and heat) 


+ freedom to work with less interruptions 


+ reduced disability-related restrictions with respect to commuting or working at a 
designate d workpl ace 
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For the manager: 
+ improved motivation, productivity and employee morale 


e possible reduction in costs of office space. See B.5 and also the concept of "Workplace 
2.0" 


e retention of skilled employees 
e possible accommodation of certain needs of employees with disabilities 
e decline in absenteeism 


e expansion of "pool" of workers (employees with disabilities or persons who have 
difficulties commuting) 


e continued operations in case of shutdowns, emergencies, snow storms, etc. 


For the emplovee: 
« possible feelings of isolation, especially for full-time telework 


« special efforts are required to maintain communications and good working relations with 
colleagues, especially for full-time telework 


2 


For the manager. challenges may include: 
e ashift in the culture of an organization 
e an initial cost in establishing a telework arrangement 


+ à perceived loss of direct control over employees and possible adjustment to style of 
supervision 


e special efforts to maintain team synergy 


bas a 


e special efforts required to ensure communications and exchange of ideas 


+ the need to reassure employees who remain at the designated workplace that their own 
workload will not be increased when their colleagues telework and that telework 
emplovees continue to fulfill all of their responsibilities 


» a greater emphasis on long- and short-range planning 


+ å greater emphasis on work measurement and productivity 


Finally. if there are constantly more requests for telework than can be allowed operationally, 
managers will need to ensure a rotation of telework opportunities for unit employees. 


à l'information 


No. Participation in the telework program is not a right. Participation is subject to an a 
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A8. Does an employee have a right to telework? 


greement 
between the employee and his/her manager, based on the kev principles outlined in question 
A.5. However, an employee has a right to grieve the denial of a telework request. 


A9. Can a supervisor require an emplovee to telework? 


No. Å supervisor cannot require an employee to telework. 
A10. Can a supervisor telework? 


The telework policy is intended for all employees. Provided the basic principles of the policy 
are met, any employee could telework. In the case of a supervisor, occasional or part-time 
telework would be the more probable options to consider. 


All. Is telework a substitute for child or elder care? 


No. Fees g is n ot P 7 to be com ED with i ilit me care of young ee or 
ed should a consi ddered. W hile Mb does å not rep pla. child c care, it init 
commuting time, thereby allowing more freedom to co-ordinate family activities. 


A12. What equipment is needed to telework? 


The equipment requirements will depend on the work to be done. Some employees may need 
only a pen and some paper. 


Most employees will require IT equipment, at least a computer, and some will require other 
technological means to communicate with colleagues and access the information needed to do 
their jobs. It is the manager's responsibility to determine the employee's needs while teleworking 
and ensure the necessary IT equipment is provided to the employee. 


In the case of IT equipment that connects to the Network >". only government supplied 
o must be e tn a :ases, Ind formation Technology equipment must conform to the 


eor infor mation technology (21931 ) and P Policy on 


iust 


condim t to Mm s Department P Policies. 


For other tvpe of equipment. such as office furniture, if the employee requests and is granted 
permission to telework, then he/she is responsible for the maintenance and repair of hi us/her own 
equipment, unless otherwise agreed to by the employer, in cases of duty to accommodate for 


example. 
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property during the performance of official duties, similarly while using the Employer's 


equipment in the employee's residence in case of employee negligence. 


The Employer is not responsible or liable for damages to the employee's personal or re 


al 


property during the course of performance of official duties or while using the Employer's 
equipment in the employee's residence in cases of employee negligence. 


A13. Where can I find information on ergonomics as it relates to Public Services and 
Procurement Canada workplaces? 


At PSPC, you can refer to our Occupational Health and Safety Directorate intranet site and the 


You can also find useful information on the Employment and Social Development Canada Web 


If you believe that the arrangement would meet the basic principles outlined in these guidelines, 
talk to your supervisor. Remember that a telework arrangement must be made on a voluntary 


basis by the employee and approved 


successful, both parties must feel comfortable with it. Final authority rests with the director of 


your organization. 


A15. What is the Telework Arrangement Agreement Document and do I need one? 


Completion of the Telework Arrangement Agreement Document is required to confirm approval 
and conditions of the telework arrangement for all standard (that is full-time and part-time) or 
occasional telework arrangements. The Telework Arrangement Agreement document is 
designed to ensure that the terms of a telework arrangement are mutually understood, and 
spelled out, prior to the commencement of such an arrangement. 


A copy of the form should be kept by the employee, a second copy must be kept by the 
manager, In addition, teleworkers (standard and occasional) and their respective supervisors 
must enter the agreement details in the relevant MyGCHR page to allow for departmental 


tracking. 


representatives should thev need any advice or have any concerns. 
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B1. What level of management can approve a telework arrangement? 


Supervisors at any level are responsible for recommending an employee for telework and for 
outlining the terms (that is scheduling, equipment requirements, work expectations, and 
assessment criteria). Final approval must be obtained at least at the director level. 


B2. How do I know employees are working if I can't see them? 


As with employees in the workplace, whether near or at distance from you, vou should know if 


an employee is working if he/she meets the job requirements on time and up to expected quality, 


through sound performance management practices. Experience with telework programs shows 
that productivity often increases when an individual works off-site, partly because of fewer 
interruptions and distractions, and partly because of an increase in personal motivation and work 


commitment. In adc 


Mire 


ition, most telework employees report a reduction in stress, which often 
job satisfaction. 


leads to increased efficiency and increased 


B3. How will employees who telework be reviewed? 


assessment must be based on work input, wherever the employee may be (near of far awav at 
distance from the supervisor). In fact, having teleworkers may well bring you to improve your 
general employee performance management practices. 


Document. Schedules and phone numbers should be clearly posted in the designated workplace 
and provided to co-workers. 


BS. How do we record average days in MyGCHR? 


For occasional telework, you must enter the average it in the "Average Days-Month" field, for 
example one day/month, or 2 days/month or three days/month, on average. 


For part-time telework (minimum one day/week on average). vou must enter the average in the 
"Recurring days/week" field, for example one day/week, or 2 days/week, etc. For full-time, this 


will be five full days/week. 
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The average can also be made out of partial days (for example half a day, or a few hours at the 


MyGCHR, use the average for 


beginning or start of work day). When recording telework in ! 
partial days, for example, if there are 13 hours of telework per week every week, spread out 
through the week, you can record it as 2 days/week (part-time telework). 


B6. Do I have to take measures to ensure a teleworker is in fact at work every day? 


As a manager/supervisor you should ensure there are reasonable measures in place to 
acknowledge any employee's (employees at the office, teleworkers, employees working at 
distance) work status on any given day, that is the emplovee at work 


2, on leave?, absent without 
notice?, etc. This goes towards basic managerial responsibilities on operational requirements, 
leave management, and as well towards ensuring the health and safety of our employees. This 
can be accomplished in various ways depending on the case, that is with some emplovees whose 
work involve constant communications (virtual or otherwise) with their supervisor and/or 
colleagues throughout the day from start to finish, this may not be an issue. For telework 
whose work is done very independently, the supervisor can establish daily contacts as required. 


ers 


B7. What if there are persistent technological difficulties during telework? 


Teleworkers must advise their supervisors to determine how to adjust (return to the designated 
workplace, alternative arrangements to get work, etc.). Ideally, the teleworker would always 
have some work set aside that does not require much IT capacity for this specific kind of 
situations. 


B8. What is Workplace 2.0? 


The Workplace 2.0 initiative was developed to support the Clerk of the Privy Council's 
commitment to public service renewal. Its objective is to modernize the workplace to attract, 
retain and enable public servants to work smarter, greener and healthier to better serve 
Canadians by modernizing the physical aspects of the workplace, updating policies, processes 
and systems, and providing new technologies that allow employees to connect, collaborate and 
communicate across government and with Canadians. While Workplace 2.0 makes it possible 
for employees to work anywhere, these Telework Guidelines only apply to work done at the 


employee's place of residence (telework- place). Note that telework is only part of the 


Workplace 2.0 initiative and employees are not required to telework to enjoy the benefits; 


however, managers and employees can consider incorporating part-time or full-time employee 
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B9. Should I give up all of the vacant office space left by employees who are teleworking? 


Organizations must plan their office space to accommodate those employees who telework part 
time (working in the designated workplace 2-three days per week) and those who telework full 
time and plan to return at the end of a telework arrangement. Some organizations may choose to 
use telework as a tool to leverage or support accommodation strategies aimed at maximizing 
space utilization. Such accommodation strategies can include the under allocation of space (that 
Is eight workstations per 10 employees), desk sharing and/or the use of flex and unassigned 
tree-address (that is hoteling) stations for part time teleworkers. Workplace 2.0 supports these 
strategies by enabling employees to be mobile, yet connected and productive. Management 
should discuss opportunities to leverage space efficiencies with their employees and facilities 
management to determine appropriate accommodation strategy for their office. 


B10. What about the impact on staff when some employees are teleworking? 


Possible impact on other employees must be considered during the approval process of a 
telework arrangement. One person's off-site work should not adversely affect the performance 
of other employees or place a burden on staff remaining in the designated workplace. Research 
that when fewer employees work at the designated workplace, the 


demonstrates, however, 
administrative workload decreases. 


B11. Can telework be combined with part-time employment? 


Provided that the basic policy requirements are respected, telework can be combined with part- 
time or any other flexible working arrangements. 


B12. If an employee teleworks, does the telework place become the official workplace? 


No. The employee's official workplace is the place where the employee would work if there 


were no telework situation. 
B13. What if a manager believes the arrangement with an employee is not working out? 


Either the employee or the supervisor may end a telework arrangement, with appropriate notice, 
at any time; a 14-day notice is suggested. 


B14. Who is responsible for transporting equipment (for example computer, modem, and 
printer) to and from the telework place? 


An agreement on the most appropriate transportation mechanism for transporting equipment to 
and from the telework place should be reached between the teleworker and the supervisor at the 
time the telework arrangement is approved; however, employees should not normally transport 
large or heavy equipment without assistance. Note that with respect to the use of a portable 
computer, transportation is the responsibility of the employee. 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


B15. What happens when the equipment requires repair? 


Maintenance, repair, and replacement of government-owned equipment issued to employees are 


the responsibility of the department. The employee must notify his/her supervisor immediately 
following a malfunction of government-owned equipment. If repairs are extensive and 
replacement is impracti cal, the employee must be prepared, if asked, to report back to the 
official workplace until the equipment is operational. Employees will not be expected to 


transport large or heavy equipment without assistance (that is this would not apply to a laptop, a 
modem, or a keyboard for instance). 


B16. What happens if there is a strike? 


In the event of a strike, whether employees are working at the designated workplace or at a 
telework place, many issues come into play and need to be reviewed by management. Some of 


government property and the maintenance of performance. There may occasionally be a need 
for special interim procedures, for example, management may decide that teleworkers who are 
hot on strike been asked to temporarily return to the designated workplace. Therefore should a 
strike occur management would have to assess the situation and provide employees with the 
appropriate guidance and direction. 
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Part C: Questions and answers on costs, taxes, safety, health and security 


C1. What costs are covered by the department? 


The department will assume the costs of any required equipment or expenses such as: 


work-related long distance telephone calls 

extra telephone line or portable device such as Blackberry 

computer 

computer software 

additional departmental modem and possible additional computer usage charges 


maintenance and repair charges for equipment belonging to the department 


remote technical assistance 


replacement of lost or damaged government equipment: employees are responsible to 
care for departmental government equipment in their possession, and in case of 


negligence or infraction, the department could decide, depending on the circumstances, 


to claim the recovery of replacement costs instead of assuming the cost 


C2. What costs does the teleworker assume? 


The emplovee who is teleworking will pay for the following expenses: 


provision of safe and healthy premises, including cleaning, maintenance 


provision of desk and chair 


regular phone costs 


internet service provider costs (modem rental or purchase, monthly bandwidth) 


costs for extra energy usage such as heat and light 


any additional insurance costs (the employee is not responsible for insuring equipment; 
however, a review of coverage with the home insurance company is necessary to ensure 
there are no effects on current coverage resulting from use of the home as an office) 


travel costs for travel between the telework location and the designated workplace 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


+ if the employee requests and is granted permission to telework using his/her own 
equipment, then he/she is responsible for the maintenance and repair unless otherwise 
agreed to by the employer 


C3. What about liability for injuries sustained while teleworking-—How will the 
department deal with an employee's claim for injury? 


Under the Government Employees Compensation Act, Public Service employees who are 
injured in the normal course of their duties can be compensated for those injuries. This is the 
case whether the injury takes place at the employer's official workplace or at any other location 


(that 1s the employee's home). 
C4. How do I ensure that the telework place is safe? 


Usually, employees' homes provide a safe and secure environment. Employees are responsible 
for ensuring that safety requirements are met in their homes to protect themselves and any 
equipment provided by the employer. As the employer has no formal control over an employee's 
telework location, employees are asked to voluntarily provide assurance to the manager that the 
telework location is safe and healthy. Through the telework arrangement, the employee 
recognizes that the employer is only responsible for the telework tasks, not for the whole home, 
hence any accident or professional illness arising from telework would only be considered 
work-related if arising from the tasks. 


C5. Does an employee who uses a portion of his/her home as an office qualify for any 
federal income tax deductions? 


Depending upon the situation, and provided certain conditions are met, teleworkers may be able 
to deduct certain expenses from their employment income for income tax purposes. Due to the 
complexity of the Income Tax Act and the fact that each telework situation is unique, employees 


should contact the Canada Revenue Agency (CRA) for further advice. 
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C6. To determine whether an employee is entitled to a deduction under the Income Tax 
Act, the Canada Revenue Agency requires that the employee file a Canada Revenue 
Agency form with his/her income tax returns (currently the name of the form is T2200 
"Declaration of Conditions of Employment"). Should managers sign this form when asked 
by employees? 


Managers who are asked by formally approved teleworkers to complete and sign this declaration 
are advised to do so. This form does not ask managers to certify whether an employee meets the 
criteria established by the /ncome Tax Act. Rather, in signing, managers would merely certify 
that teleworkers are required to provide work spaces in their homes and are required to pay for 
certain additional costs involved in providing this space. 
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C7. Will the security of information be placed at risk by employees when teleworking? 


Given the high risk involved, telework should not involve access to information that is 
designated as extremely sensitive or classified as top secret. According to Policy on 
Government Security, certain types of information classified in the national interest should 
never be removed from the workplace. 


Even unclassified material (either Protected A, B, or C), however, should be handled with care 
as the accumulated information may be sensitive for the organization. Because of this, it is 
imperative that teleworkers consider the nature of the information with which they are working 
and take care to ensure that it is not left unattended or exposed to unauthorized scrutiny, both at 
the telework place and during transport. Teleworkers must be aware of all access to information 
and privacy-related legislation which would apply to the information with which they will be 
working, and ensure they follow their supervisor/manager's direction on this issue. Employees 


should discuss their security and storage requirements with their supervisor 
C8. Are there any municipal or provincial requirements for teleworking? 


Employees are responsible for informing themselves of any municipal or provincial restrictions 


which could have an impact on their telework situation, for example requirement for smoke 


detectors in the telework place. 


C9 If a work-related accident takes place in Ontario at the home of a teleworker whose 
substantive position is in Quebec or vice versa, which compensation board is responsible? 


The compensation board responsible for a telework-related accident is the board in the province 
where the designated workplace, not the telework place, is located. 


C10. Regarding teleworkers who rarely visit the province where the designated workplace 
is located, to which province are their taxes paid? 


Income tax is paid where the designated workplace, not the telework place, is located. 


C11. What about holidays (Saint-Jean Baptiste Day in Quebec and the Civic Holiday in 
Ontario)? 


Holidays are based on the province where the designated workplace is located. 
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PROTECTED "C" WHEN COMPLETED | 
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An em Sov who is saine e use > CBSA information technology (IT) equipment for the purpose of remote access from the 
designated telework location, is required to complete the following CBSA forms: 

| 1. Authorization for Removal of Material from Premises; and j 

2. Authorization for Remote Access. | 


| Forms for Security, IT and OHS | 


go Employee's Background Information _ 
Family Name  - 


| Designated 
| Work Location | 


"By Ro a an Di in the folle lowing "Boxes, itis udo that applicable policy requirements have been or will be met in this 
elewon å arrang jement. 


The manager acknowledges that the employee's collective agreement, terms and condi one nn well as applicable 
| government legislation and CBSA related policies continue to apply. 


The employee and the manager/supervisor have agreed to abide by the rules and guidelines of the CBSA policies relative to 
| document and asset security and to information technologies (IT) security. 


"Land ne 


Tien | 
' Location i 
| Address | 


Tolóphono- | 
Telework | 
| | | | Location 
| | | | Alternate | 
| | | Number | 


| Monday | Tuesday | Wednesday | Thursday | Friday — | 


Telework —— 
Details 


Ei 
i 
i 


Supervisor 


ation Ac! 
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Manager 


Signature 


Delegated | Name 
Authority — 


| Responsibility | 


Signature 


Telephone 
| Responsibility | 
| Center — 


. Signature 


1.  Supervisor/Manager 2. Employee 


3. Employee File 4.Labour Relations Advisor — 
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Burke, Julie | 


From: Burke, Julie 

Sent: April 1, 2019 11:47 AM 

To: Gualtieri, Francesca 

Subject: 20190401-LRP-CIC-TeleworkPolicy 


Director, W E sues Management 
Cana order Services Agency / Government of Canada 
| iue B Bur e bsa-asfc.gc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie Burke@chsa-asfc.ac.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Mullin-Baker, Patricia 

Sent: February 19, 2019 11:09 AM 
To: Burke, lulie 

Cc: Guaitieri, Francesca 

Subject: CIC Telework Policy 


Hi Julie, 
I saved copies of IRCC's (CIC) policy on our shared drive. The telework agreement is one page. 


e CIC Telework Policy (5 pages) 
e CiC Telework FAQ (2 pages) 


+ CIC ør Guide dvd O pase 


CO 


And Å AFIS WETS 


e Self-Assessment 


NOM a WN 


Patricia Mullin-Baker 


Senior Labour Relations Advisor, Human Resources Branch 


i 


Canada Border Services Agency / Government of Canada 


patricia muliin-bakerscebsa-aste.gc.ca / NEW Tel: 613-948-9859 


Conseillére pri ncipale en relations de travail, Direction générale des ressources humaines 
X DR des: serv ices iii oi du Canada / Gouvernement du Canada 
"m | a/ NOUVEAU Tél. : 613-948-0859 
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From: Gualtieri, Francesca 

Sent: April 15, 2019 11:31 AM 

To: Azar, Alan 

Cc: Lukca, Michael; Burke, Julie; Christianson, Susanne 
Subject: Telework: Security 

Attachments: CIC Security e.pdf 


This is following our discussion from last week regarding the CBSA Telewark Policy. 
Ås mentioned, our office is presently in the process of putting into place instruments to support the Policy. 
For your reference, we have already engaged with Geneviève Binet from [STB in order to take into consideration the IT perspective. 


At this time, we would like to explore the possibility of introducing standardized security forms for telework and/or remote access 
purposes, 


Security Forms 


Can you please let me know if we presently have official CBSA security forms for telework and/or remote access related situations? 
Ås å suggestion, we would like this type of information to form part of the CBSA security form(s) and checklist for telework/remote 
access situations (if they do not already exist). 


| Employees who are required to handle (e.g. access, process, transport) designated “Protected” and “Protected — 
| Particularly Sensitive" information (referred to hereafter as sensitive information) and assets outside of Canada 
Border Services Agency (CBSA) premises for the purpose of performing work-related activities are subject to 


comply with the established agency operational and security policies, standards and guidelines, and the security 


Working outside of CBSA premises includes official teleworking agreements, telecommuting services (e.g., 
hotelling, working at residences, being on travel status. job specific functions such as Auditors, Collectors, 
mobile Customs Officers) which may require access to Agency Information Systems when conducting official 

| business. Teleworking/Telecommuting services allow for the manipulation of sensitive information either in 

| paper form or by utilizing Agency Information Systems for processing, storing and transmitting sensitive 

| information as if working on CBSA premises. — 

| As an authorized user of the Telecommuting (Teleworking) services I am responsible for: 


|e Using only approved devices (ie: computer) that have been provided by the CBSA for accessing, processing, 
storing or transmitting sensitive information. 
Using only CBSA approved software and respecting all licensing agreements. 
Accessing sensitive information and CBSA Systems for the sole purpose of performing assigned, work- 

| related activities. 

| * Never attempting to bypass CBSA security mechanisms. 

| Ensuring persons such as friends or family members are not allowed to access CBSA Systems or view 

| sensitive information. 

|» Taking extra precautions when accessing, processing, storing or transmitting sensitive information in a 

| public/private place to avoid shoulder surfing or eavesdropping. 

| e Using caution and care to ensure information communicated via electronic mail (e-mail) is forwarded to the 
intended recipients, and that all sensitive information is encrypted under approved agency algorithms before 
it is transmitted (for more information, please refer to Electronic Networks Policy Guidelines link provided: 


|*  Refraining from smoking 
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Ensuring changes io the config gur ration of the device are made by designated agency information technolog ogy 
(IT) support staff, or under the direct instruction of designated agency IT staff. 


|e Never installing, modifying or altering the configuration of hardware or software without authorization. 


Ensuring the device is equipped with CBSA approved logical access controls, encryption and a current anti- 
virus product. 


[+ Encrypting any protected information residing on hard drives or removable media using approved CBSA 


encryption software. 


e Obtaining a unique user identification (ID) code and complying with the rules and regulations associated 


with the use of the UserID. 

e Understanding that I am accountable for all accesses and transactions made with the use of my UserID. 

* Complete a Privileged User Risk Management (PURM) form if I require Administrative Rights over the 
device (contact your local IT help desk for more information, if required). 

s Ensuring my password is in accordance with CBSA standards: 
» 6 alphanumeric characters, 
+ Not easily guessable, 
+ Changed at least every six months or immediately if it is suspected they have been compromised, and 
+ Never revealed or shared with anyone. 


œ Understanding that CBSA systems and information resources are subject to monitoring. 
| * Participating in a semi-annual security audit and inspection of the device. 
| * Activating the screen-save feature with password protection when I leave active session(s) unattended for 


short ie of time. 


NG s rated activities. or eet ving for “extended des oft time. 

e Ensuring that I supervise all authorized maintenance and support by non-CBSA personnel needing access to 
equipment, software or to areas storing sensitive information. 

a Reporting anyi actual I or He 1088, ünautietiazed disclosure of Sensitive information o or Agency 
delegated manager | in accor dance w ith the CB SA  Comprzaltershió Manual. Sec urity Valime, ånd cie 15 5 
— Reporting of Security Incidents. 

+ Maintaining regular backup of my critical and essential files, and retaining them at a separate location as. 
needed. 


| ¢ Ensuring any sensitive information written to removable media, such as diskettes, hard disks, tapes, CDs, 


etc., is encrypted by the installed secured configuration. If this is not possible, it is to be encrypted under 
approved agency algorithms and stored in a lockable cabinet when not being used. When encryption is not 
possible the media is to be stored in approved containers secured with a padlock or combination lock. 


Le Ensuring physical access to sensitive information and assets are controlled at all times by: 


e Storing sensitive information, laptops and notebooks in approved briefcases or containers when not in 
use; 
e Protecting computer systems, laptops and notebooks as I would any other valuable asset. 


|e Ensuring sensitive information and assets in-transit are protected in accordance with the CBSA 


Comptrollersh ip Manual, Security Volume. 

* Ensuring sensitive information and media are handled (i.e. marked, stored, destroyed, erased and 
communicated) in accordance with established agency security policies, standards and guidelines. 

ng, eating, and drinking while around Agency Information Systems as this can lead to 


equipment failures, data corruption, etc. 


| As a user of the Telecommuting (Teleworking) services, I take full responsibility for my actions and understand 
that any violation of the spirit or intent of these security Bii cie agency operational and security policies, 


standards, and guidelines can lead to revocation of this privi lege, disciplinary action up to and including 
dismissal, and possible criminal prosecution. 


| T understand the use of CBSA IT systems and information resources are subject to monitoring, and by using these 
| IT systems and information resources to perform only assigned work-related activities, that I consent to such 


monitoring. 


Building 


Standard 


uve ie (Describe housing and _ 


facilities where telework 
services will be located. 
Include current security 
devices) 


The intent of this questionnaire is to record an accurate picture of 

the telework environment. Literary description and photographs 

may be used to identify the security zones and features within the 
| telework environment and surrounding area. 


| Exterior doors MU ST have the following security hardware: 
O Locking latch set 


o  Auxiliaty dead bolt 


| Interior Spaces 


| Lockable door on the telework room 


The room used for telework must be equipped with an Agency 
| provided, Security approved file cabinet. The cabinet must placed 
| away from windows. 


from an exterior location or by family members within the home 
| when in use. 


Will the location of telework services be within a designated area | Yes No 
| within the home? | 


| Is the designated area for the telework services used for any other Yes No 
| purpose other than telework? — — — i | (If yes, detail other uses) — 


Emergency Procedures and Business Continuity Planning 
| (This section is intended in the event alternate arrangements need to be arranged/considered) 


| Proper response procedures are in place for handling emergency 
| situations. 


| | A full continuity plan is in place in the event of total loss of the 

| telework facility? 
le Use Policy) are | 
procedures in place to periodically inspect the alternate site? 


As an example, enclosed is a copy of CIC's Telework Policy, which specifies: 
e Security related information in Appendix B; and 
e Indicates two (2) security forms, which are used for all telework related situations: 


3 


CBSA - Released under the Access to Information Ac 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Mondes RUN CBSA - Released under the Access to Information Act 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


(1) Authorisation for Removal of Material from Premises; and 
(2) Authorization for Remote Access. 


Telework suidelines 
We want to ensure any currently existing security instruments/references are taken into consideration. 


e Please let me know what security related information should be included in the Telework Guideline (i.e. such as the CBSA 
Policy on Information Security....etc.). 


* Confirm if you agree that the following security related information be incorporated in the Guideline. 


The teleworker will use only the CBSA standard secure remote access (SR A) workstation and the standards 
| and rules for SRA must be followed. The teleworker is required to connect to the network periodically or | 
| bring the workstation into the office on a regular basis to ensure security patches and platform/software 

| upgrades are applied. 


| At the termination of this Agreement (unless it is renewed), the employee is to return to the CBSA, all 
| material provided to him or her. 


| The employee agrees to review and comply with CBSA policies and procedures regarding the personal use 

| of material including the limited personal use of CBSA electronic networks (Electronic Networks Policy 
Guidelines) and to take all reasonable care to protect and safeguard the Agency's assets and information 

| being used at the telework place. 


The employee agrees not to hold the CBSA or any of its employees either vicariously or personally liable fol 
any damages to the employee's personal or real property that occurs during, or is caused by, the employee 
performance of his or her duties at the telework place. 


| The employee will complete the XXX CBSA security form (i.e. Telework Security Acceptable Use, previous 
Appendix B) to ensure that all security requirements at the telework place are complied with. 
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The employee agrees to review and comply with CBSA security policies, standards and procedures and to td 
| all reasonable care to protect sensitive government information and assets at the telework place against 
unauthorized disclosure, loss, theft, fire, destruction, damage or modification. 


| The employee will immediately notify the delegated manager of any breach of security involving CBSA 
information and/or assets. 


Physical Elements 


| The maximum classification of documentation, | Minimum Physical Security for Telework from a 
information or assets eligible for telework is | Private Residence 
Protected B. 
The room where the telework is to take 
The delegated manager authorizing the telework place must have a door that can be locked. 
environment for an employee is responsible to | e The employee must ensure that no 
| ensure the security of CBSA assets and information is available to family members. 
| information in that environment. The telework — | Equipment provided for telework is not to 
environment is to first be reviewed by the be used for any other purpose, nor to be 
| delegated manager responsible, using this | used by anyone other than the employee. 
| document as a guide to the security | 


a 


rmal 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information 


requirements. If they have concerns, they may | ¢ Laptops must be secured in the file cabinet 

elect to request a review of the security profile — | when not in use. 

of the residence or other location where the | * in a home telework situation where the 

telework is being allowed. | employee is provided with a desktop CPU, 

| the employee must ensure that nothing is 

saved to the hard drive, that the unit is 
logged off and shut down when not in use, 
and that records of User ID and Password 
are secured within the approved cabinet. 

e By signing the telework agreement, the 
employee must be aware of and must allow 
periodic visits by the delegated manager, or 
CBSA Security to verify compliance with 
security requirements. 

+ The employee is responsible for ensuring 
the secure transfer of files and information 
to their office environment for permanent 
storage on a regular basis. Files should not 
be retained at a telework location in any 
quantity. Only those active files actual in 
use should be present at a telework location. 

e The delegated manager approving the 
telework and the employee working from 
home must maintain a log of files removed 
from the office and brought into the 
telework environment. This log will be used 
to determine critical risk in the event of loss, 
and facilitate rebuilding or recovery of the 
lost assets. 


e Confirm if any further security information should be included in the Guideline. 
* Does a Log of Files form/document already exist from a Security perspective? Should an official standard form be created 
for this purpose. 
Thanks in advance for vour immediate assistance. 
Francesca Gualtieri 
Senior Advisor, Labour Relations Program, Human Resources Branch 


Canada Border Services Agency / Government of Canada 
francesca. gualtieri@cbsa-asfe.gc.ca / NEW Tel: 613-946-4288 


Conseillère principale, Programme des relations de travail, Direction générale des ressources humaines 
Agence des services frontaliers du Canada / Gouvernement du Canada 
francesca.gualtieriDcbsa-asfe.ge.ca / NOUVEAU Tél. : 613-946-4288 
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APPENDIX B 


SECURITY 


The purpose of this section is to provide employees with CIC standards and procedures relative to 
document and asset security while working at home or during transportation. The section also 
gives employees an overview of CIC guidelines for information technologies (IT). The following are 
extracts from: 1) Employee CIC Security Policy and Procedures Manual and 2) The IT Security 


The manager shall consult with the appropriate Document and Asset Security and/or Information 
Technologies Security Coordinators of his/her Branch/Regions to ensure that all measures are properly 
applied. 


For an employee who requires the use of specific CIC IT equipment (i.e. PC, laptop, printer, etc.) 
and remote access from the telework place, the following two forms should be used and completed: 


| 1. Authorization for Removal of Material from Premises and 
2. Authorization for Remote Access or any applicable regional version. 


(Extract from: CIC - Employee CIC Security Policy and Procedures Manual, Telework Security Section, 
pp. 29-31.) 


TELEWORK SECURITY 


CIC telework policy enables employees, with the agreement of their managers, to work at locations 
other than their official workplace, and referred to as "telework places". This section describes the 
security policy and measures to be followed under telework arrangements when sensitive documents 
or valuable assets are taken out of the office and used at the telework place. 


Upon approving requests to enter into a telework arrangement, managers must inform the employees 
of their obligation to safeguard and control sensitive government information and assets; and ensure 
that the telework arrangements are conducive to the employees meeting such an obligation. 


In order to maintain adequate security, telework arrangements must comply with the following 
conditions: 


+ functions requiring the removal/transportation of files containing personal client information or 
other sensitive material must have appropriate mechanisms in place to ensure a level of 
security equivalent to that on-site; 

+ functions requiring ongoing electronic access to department data based and systems containing 
personal or other sensitive information should have secure gateway and encryption devices in 
place, or else use dedicated lines. 


+ the respective Computer Center manager should be contacted to authorize and establish this 
access. 


Appendix B — Security ( ont EE | EE n 


telework purposes. 


Sensitive designated information marked PROTECTED (A or B) used for the purposes of 
telework must not be taken out of the office without proper authorization which includes written 
approval from the manager. 


In all telework arrangements, managers are required to make teleworkers aware of requirements for 
safe custody and control of sensitive information and assets, through use of a written agreement 
completed by the teleworker and approved by an authorized official. The authorized official may be the 
supervisor, manager or senior management, depending on the requirements for access to sensitive 
information. Sensitive information and assets used for the purposes of telework must be safeguarded 
in accordance with en? measures die ss in this Section and the established standards 


In most instances, there may be a requirement to conduct a threat and risk assessment to specify the 
protection measures to be used at the telework place. This may be the case, for example, where a 
security incident has occurred or to assist employees in using proper safeguards. Such an assessment 
should be done by the Security Officer in consultation with the Regional IT security officer, the 
employee concerned and the employee's manager. 


All government information and assets used for telework purposes must be immediately returned to 
CIC upon termination of the telework arrangement for any reason (e.g. management or employee 
decision, death, or illness). 


RESPONSIBILITIES 


Managers are responsible for briefing teleworkers on all aspects of the safe custody and control of 
sensitive information and assets. 


Employees entering into a telework arrangement must indicate that they have been briefed by the 
manager, regarding their obligation on the safeguarding of sensitive information and assets, by signing 
the Telework Arrangement Form; and that they will take all reasonable steps to ensure that they comply 
with departmental practices and guidelines on telework. 


GUIDELINES 


Security Measures While in Transit 


e To transport PROTECTED documents out of the office, use, as a minimum, a single, sealed | 
envelope with no security marking. Refer to the charts on Employee CIC Security Policy and 
Procedures Manual, Storage and Transmission Section, pages 15-18. Contact your Security 
Officer for advice additional protection if required. 

e [f an automobile is used, place the envelope, briefcase, container or valuable equipment (e.g., 
laptop computers) in the locked trunk of the automobile or, where this is not possible, at least 
out of sight while ensuring the automobile is locked. 

e Vehicles with a trunk release in the glove compartment and of the "hatchback" type offer little 
security and should not be used for extended storage. 

+ if public transportation is used, keep the briefcase or container in the passenger area and under 
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travel by plane with documents too bulky to be carried in locked briefcases, send the documents 
in a security-approved container which is checked in before the flight. 


Security Measures in the Telework place 


* If you take work to your telework place, keep sensitive material, when not in use, in a security- 
approved locked briefcase or in a security-approved locked cabinet placed in a safe area and 
ensure the information is adequately safeguarded at all times. 

* Wherever possible, use diskettes to store sensitive computerized information. 

+ Be alert and observant to determine the required level of security in any given situation. 

+ Take precautions to guarantee that documents are not accessed by unauthorized persons. 

* When you are working on sensitive material in a rented accommodation, entry by cleaners or 
others should not be permitted unless you ensure they cannot access sensitive information. 

+ A briefcase or container holding sensitive information must be placed in a secure place during 
brief absences. Otherwise, keep the case or container with you at all times. 

* Place all sensitive waste material in a locked filing cabinet or approved container for storage 
until the material is brought back to the office for proper disposal. 

+ Protect computer systems from viruses. Scan systems periodically and all external diskettes 
before using them. Do not run games and unauthorized hardware and software on 
departmental computer systems. 

* Ensure approved access control and encryption mechanisms have been installed on computer 
and electronic communication equipment and that they are always used for telework purposes. 

« Maintain back-up copies of important or critical computer data and retain these at a second 
secure location. 

* immediately bring to the attention of your supervisor, manager and Security Officer, any security 
incident occurring at the teleworkplace. 


A.2.2 SECURITY OF INFORMATION TECHNOLOGIES 
(Extract from: CIC — The IT Security Handbook for Employees, Section 3.7 — Teleworking, page 9.) 


TELEWORKING 


CIC policy allows employees, with the agreement of their manager, to work at locations other than their 
official workplace - most commonly, their homes. This is referred to as teleworking. Employees who 
telework need to be particularly aware of their responsibilities for maintaining the security of hardware, 
software and information they have removed from the official workplace. 


In general, the following points concerning IT security for teleworkers should be kept in mind: 


+ Always observe basic security precautions while working at home. For example, ensure that 
doors are locked when you are away. by ensuring that others can't damage computer 
equipment or delete important information, and that sensitive information is kept secured. 


e If you routinely handle sensitive information at your offsite location, you may wish to install an 
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Appendix B — Security 


« If you are working from home, your computer will most likely be a stand-alone system, that is, a 


m 


Li 


conta 


system not attached to a LAN through a permanent, high-speed connection. This means that 


you will be completely responsible for making regular backups of any important information you 


have stored on your system. You may even want to keep a copy of your backups at your 
regular office site as an extra precaution against data loss. For more information, see The IT 


The use of any modem during telework must be approved by the IT Security Coordinator. 
Finally, telework must never involve offsite access to, or storage of, classified or extremely 
sensitive (Protected "C") information. 


For more information, please see the following CIC policies and guidelines: 


CIC Security Policy and Procedure Manual, 
Employee CIC Security Policy and Procedures Manual 
The IT Security Handbook for Employees, 


Policy on the Use of Electronic Networks, and 


Security Guidelines for Laptop Computers. 
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Burke, Julie 


From: Underwood, Marlene 

Sent: April 15, 2019 05:34 PM 

To: Burke, Julie 

Cc: Nasrallah, MichelN; Wright, Melinda; Grewal, Jyoti 


Subject: FW: Telework Policy - POSTPONED / Politique sur le télétravail - REPORTÉ 


Importance: High 


Good afternoon Julie et al... 


Representatives of regional management in the GTA Region have asked if there is still an opportunity to forward 
comments for consideration/inclusion in the FAQs/communiques that will accompany the above-noted policy? 


We had advised that anyone wishing to make comments should do so by Thursday, April 18^. We will forward whatever 
comments we receive, however, I just wanted to flag this to see if there was still an opportunity to comment. 


Thanks very much, 
Marlene Underwood 
Human Resources Team Leader, Central-South Portfolio 


Human Resources Branch, Can MN Border Services Mond / Government of Canada 
Marlene.Underwood@cbsa-asfc.gc.ca / Tel: 905-803-5419 / TTY: 866-335-3237 


Chef d'équipe en RH, Portefeuille du Centre-Sud 
Direction générale des ressources humaines, Agence des services frontaliers du Canada / Gouvernement du Canada 
Marlene UnderwoodØcbsa-asfc.ge.ca / Tel: 905-803-5419 / TTY: 866-3357 


From: Grewal, Jyoti «Jyoti.Grewaltcbsa-asfc.gc.ca» 

Sent: March 26, 2019 12:11 PM | 

To: Chow, Jeanie «Jeanie.Chow (9? cbsa-asfc.gc.ca»; Cuvalo, Marija <Marija.Cuvalo@cbsa-asfc.gc.ca>; Doxey, Laurelle 
<Laurelle. Doxey@c bsa-asf .£c.ca»; Glos, David «David. Glost?cbsa-asfc.gc.ca»; Nicholson, Jennifer 

«Jennifer Nicholson cbsa-asfc.gc.ca»; Zafar, Aiesha <Aiesha.Zafar@cbsa-asfc.gc.ca> 
Cc: Janes, Lisa CBSA- ASFC <Lisa.JanesØQcbsa-asic.gc.ca»; Sheridan, Norm «Norm.Sher 
Underwood, Marlene «Marlene. ie rs t cbsa-asfc.gc.ca»; Wong, Amy - EIOD <Amy.Wong3@cbsa-asfc.gc.ca>; 
Mimikopoulos, ME «C christina. ces iki sedes. asfc.gc.ca»; Desforges, Meegan <Meegan. Desforges@chsa- 
à cca? bsa-asfc.gc.ca» 

Subject: Fw: Telework fele pare / Pune sur le télétravail - REPORTÉ 


Importance: High 
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idan@cbsa-asfc.2c.ca>; 


Please note below. The implementation of the Telework Policy has been delayed. We do not know when it 
vill be official. Please continue current practices until we are told otherwise. 


Thank you. 
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Jyoti Grewal 


sent from i my Blackberry on the Bell Network 


From: Nasrallah, MichelN <MichelN NasrallahØcbsa-asfc.gc.ca> 

Sent: Tuesday, March 26, 2019 12: 04 PM 

To: MacPhee, Jennifer; Oslund, Jodi; Smith, Janis; Grewal, Jyoti; Wright, Melinda; Fortin, Lily-Claude; Baxter, Shawna; 
Chartrand, Isabelle 

Cc: Demers, Ann; Plant, Ashley; Burke, Julie ] 

Subject: FW: Telework Policy - POSTPONED / Politique sur le télétravail - REPORTE 


Hi v'all, 
Just a quick note to advise you that the formal launch will be delayed while the supporting tools including the Telework 
Arrangement Form, Q&As and the comms plan are finalized. We should have a better sense next week as to the timing. 
in the meantime, if you have staff or clients with telework requests, the current provisions apply (i.e. manager's 
discretion untess it is a Duty to Accommodate, need to ensure proper security of protected information, etc.) and we'd 
suggest keeping track of such requests/telework situations — and following up with these clients with the appropriate 
CBSA governance tools ance they are in place. 
Thanks for your patience — and don't hesitate to advise if you have any questions or concerns. 
Cheers 


Salut a tous, 

Juste une petite note pour vous informer que le lancement officiel sera retardé pour permettre que les outils de 
support, y com pris le formulaire d’arrangement de télétravail, les questions / réponses et le plan de communication 
soient finalisés. Nous devrions avoir une meilleure idée de la date la semaine prochaine. Entre-temps, si vous avez des 
demandes de télétravail parmi votre équipe ou vos clients, les dispositions en vigueur s'appliquent (c.-a-d. La discrétion 
du gestionnaire sauf s'il s'agit de Mesures d'adaptation, la nécessité de garantir la sécurité des informations protégées, 
etc.) et nous suggérons de garder trace de telles demandes / situations de télétravail — et ensuite faire un suivi avec ces 
clients avec les outils de gouvernance appropriés du l'ASFC une fois qu'ils sont en place. 

Merci de votre patience et n'hésitez pas à nous contacter si vous avez des questions ou des inquiétudes. 


Michel Nasrallah 

Director, Labour Relations C Jperations / Directeur, Relations de travail opérationnel 
Canada Border Services Agency / Agence des services frontaliers du Canada 
MichelN. Nasrallan@cbsa-astc.gc.ca / Tel: 613-948-9856 / Blackberry: 613-220-3339 
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From: Burke, Julie 
Sent: February 15, 2019 4:26 PM 
To: McKinnon, Chastity <Chastity. McKinnon @cbsa-asfc.gc.ca>; MacPhee, Jennifer <Jennifer. MacPhee @cbsa- 


asic, C.BE.Ca?; sue Jodi <Jodi.Oslund@cb saaste] geca»; ‘Smith, Janis «jani scam ith@chsa- asic.gc.ca>; Laurencelle- Peace, 
ISA LAL ele Peace Ochs: - SIC 


subjecte Telework de 


Please tind attached the CBSA Telework Policy that was endorsed at EC yesterday. The Policy 
will not come into effect until April 1, 2019 with a phased in approach. 


Over the coming weeks we will be developing guidelines, Q&As etc to support managers as 
well as a Comms plan. 


Have a great weekend. 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
ca / Tel: 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


"t 
ios 


Julie Burke @cbsa-asfc.g 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie. Burke @cbsa-asfe.ge.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 
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Burke, Julie | 


From: Azar, Alan 

Sent: April 16, 2019 09:58 AM 

To: Gualtieri, Francesca 

Cc: Lukca, Michael; Burke, Julie; Christianson, Susanne; Anderson, Edith 
Subject: RE: Telework: Security 

Hi Francesca, 

I had the opportunity to discuss the below file with my Manager and Director. 

We do not think that our Division should be the point of contact for Security for this file. 


As discussed previously, the below request should probably be sent to following recipients: 


infrastructure and Information Security 
Director: Benouattaf, Rachida Rachida.Benouattaf(cbsa-asfc.gc.ca 


Physical Security — Manager: Richard, Wayne Wayne.Richard@cbsa- asic asfc.gc.ca 
Information Security — Manager: Lanctót, Denis Denis. s.lanctot&)cbsa-asfc.gc.c 


For ISTB, if Geneviève Binet has already been your point of contact, you can reach back out to her saying that you 
require I the e Enterprises Services Directorate il T Sec urity / Division) to provide IT Security guidance for the file. Robert 
; the 


Eggleton (Robert. Eggleton@chsa-asfc.gc.ca) is Director for this area (IT Security and Continuity). 


Aian 


Alan Azar 


Security Advisor, Finance and Corporate Management Branch 
Canada Border Services Agency / Government of Canada 
ar@chsa-asfc.gc.ca / Tel: 343-291-7735 / TTY: 866-335-3237 


Conseiller en sécurité, Direction générale des finances et de la gestion organisationnelle 
Agence des services frontaliers du Canada / Gouvernement du Canada 


alan.azar 9 cbsa-asfc.gc.ca / Tél. : 343-291-7735 / ATS : 866-335-3237 


From: Gualtieri, Francesca 

Sent: April 15, 2019 11:31 AM 

To: Azar, Alan 

Cc: Lukca, Michael ; Burke, Julie ; Christianson, Susanne 
Subject: Telework: Security 


Hi Alan, 


This is following our discussion from last week regarding the CBSA Telework Policy. 


CBSA - Released under the Access to Information Ac 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Ås mentioned, our office is presently in the process of putting into place instruments to support the Policy. 


For your reference, we have already engaged with Geneviève Binet from ISTB in order to take into consideration the IT perspective. 


Xn 


At this time, we would like to explore the possibility of introducing standardized security forms for telework and/or remote access 
purposes, 


Security Forms 
Can you please let me know if we presently have official CBSA security forms for telework and/or remote access related situations? 


AS a suggestion, we would like this type of information to form part of the CBSA security form(s) and checklist for telework/remote 


Eee 


access situations (if they do not already exist). 


FOR THE PROTECTION OF SENSITIVE INFORMATION AND ASSETS OUTSIDE THE WORKPLACE 


| Employees who are required to handle (e.g., access, process, transport) designated “Protected” and “Protected — 
| Particularly Sensitive” information (referred to hereafter as sensitive information) and assets outside of Canada 
| Border Services Agency (CBSA) premises for the purpose of performing work-related activities are subject to 
comply with the established agency operational and security policies, standards and guidelines, and the security 
| requirements contained in this Acceptable Use Policy (AUP). 


Working outside of CBSA premises includes official teleworking agreements, telecommuting services (e.g., 

| hotelling, working at residences, being on travel status, job specific functions such as Auditors, Collectors, 

| mobile Customs Officers) which may require access to Agency Information Systems when conducting official 

| business. Teleworking/Telecommuting services allow for the manipulation of sensitive information either in 
paper form or by utilizing Agency Information Systems for processing, storing and transmitting sensitive 

| information as if working on CBSA premises. 

| As an authorized user of the Telecommuting (Teleworking) services | am responsible for: 


e Using only approved devices (ie: computer) that have been provided by the CBSA for accessing, processing, 
storing or transmitting sensitive information. 
+ Using only CBSA approved software and respecting all licensing agreements. 
|e Accessing sensitive information and CBSA Systems for the sole purpose of performing assigned, work- 
| related activities. 
e Never attempting to bypass CBSA security mechanisms. 
e Ensuring persons such as friends or family members are not allowed to access CBSA Systems or view 

| sensitive information. 

|* Taking extra precautions when accessing, processing. storing or transmitting sensitive information in a 

| public/private place to avoid shoulder surfing or eavesdropping. 

Le Using caution and care to ensure information communicated via electronic mail (e-mail) is forwarded to the 
intended recipients, and that all sensitive information is encrypted under approved agency algorithms before 
it is Pd ted M dur more information, please refer to Electronic Networks Policy Guidelines link provided: 

| »~dee/pol/cm-me/sv-vs/index eng.asp. 

e E nsuring m anges to the configuration of the device are made by designated agency information technology 

| (11) support staff, or under the direct instruction of designated agency IT staff. 

| « Never installi ing. modifying or altering the configuration of hardware or software without authorization. 

| Ensuring the device is equipped with CBSA approved logical access controls, encryption and a current anti- 
virus product. 

» Encrypting any protected information residing on hard drives or removable media using approved CBSA 
encryption software. 

e Obtaining a unique user identification (ID) code and complying with the rules and regulations associated 
with the use of the UserID. 

|* Understanding that I am accountable for all accesses and transactions made with the use of my UserID. 

| * Complete a Privileged User Risk Management (PURM) form if I require Administrative Rights over the 

| device (contact your local IT help desk for more information, if required). 

| « Ensuring my password is in accordance with CBSA standards: 

+ 6 alphanumeric characters, 
e Not easily guessable, 
e Changed at least every six months or immediately if it is suspected they have been compromised, and _ 
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e Understanding that CBSA systems and information resources are subject to monitoring. 
* Participating in a semi-annual security audit and inspection of the device. 
| * Activating the screen-save feature with password protection when I leave active session(s) unattended for 
short periods of time. 
|* Terminating all active sessions and logging-off the Agency Information Systems when I am finished 
sara 2 work-related activities or when leav ing for extended periods of time. 
| e Ensuring that I supervise all authorized maintenance and support by non-CBSA personnel needing access to 
| equipment, software or to areas storing sensitive information. 
| * Reporting any actual or suspected loss, unauthorized disclosure of sensitive information or Agency 
information Systems immediately to Security and Professional Standards Directorate through the employee's 
delegated manager in accordance with the CBSA Comptrollership Manual, Sec urity Volume, and Chapter 15 
| — Reporting of Security Incidents. 
|* Maintaining regular backup of my critical and essential files, and retaining them at a separate location as 
| needed. 
Ensuring any sensitive information written to removable media, such as diskettes, hard disks, tapes, CDs, 
etc. is encrypted by the installed secured configuration. If this is not possible, it is to be encrypted under 
approved agency algorithms and stored in a lockable cabinet when not being used. When encryption is not 
| possible the media is to be stored in approved containers secured with a padlock or combination lock. 
| « Ensuring physical access to sensitive information and assets are controlled at all times by: 
| + Storing sensitive information, laptops and notebooks in approved briefcases or containers when not in 

USE, 

e Protecting computer systems, laptops and notebooks as I would any other valuable asset. 
| * Ensuring sensitive information and assets in-transit are protected in accordance with the CBSA 
Comptrollership Manual. Security Volume. 
+ Ensuring sensitive information and media are handled (i.e. marked, stored, destroyed, erased and 
communicated) in accordance with established agency security policies, standards and guidelines. 
Le  Refraining from smoking, eating, and drinking while around Agency Information Systems as this can lead to 
equipment failures, data corruption, etc. | 


| As a user of the Telecommuting (Teleworking) services. I take full responsibility for my actions and understand 
| that any violation of the spirit or intent of these security requirements, agency operational and security policies, 
| standards, and guidelines can lead to revocation of this privilege, disciplinary action up to and including 


| dismissal, and possible criminal prosecution. 


| | understand the use of CBSA IT systems and information resources are subject to monitoring, and by using these 
| IT systems and information resources to perform only assigned work-related activities, that I consent to such 
monitoring. 


du «Ye ele la 
SONT ME 


Building 


| Standard 
Private home 


(Describe housing and 
facilities where telework 
services will be located. 
Include current security 
devices) 


| The intent of this questionnaire is to record an accurate picture of 
| the telework environment. Literary description and photographs 

| may be used to identify the security zones and features within the 
| telework environment and surrounding area. 


o Locking latch set 


o Auxiliary dead bolt 
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| Yes No 


p! yrovided, i poses Median fil e s cabine: T he cabinet must sr 
away from windows. 


| All windows are secured. (This securing device may be a solid 

| locking device approved by local secur Hit ora ae : that fits 

| snugly between the sliding p: B 

| CPU display screens are ane such that it sani be viewed 

| from an exterior location or by family members within the home 
when in use. 


| Will the location of telework services be within a designated area 
| within the home? 


Is the designated area for the telework services used for any other | Yes No 
purpose other than telework? | | LLL | (If yes, detail other uses) 


Emergency Procedures and Business Continuity Planning 
| (This section is intended in the event alternate arrangements need to be arranged/considered) 


Proper response pr ocedures are in n pi ace for handli ing emergency 
| situations. 


| A full continuity plan is in place in the event of total loss of the 
| telework facility? 


If an alternate site is identified (as per the Acceptable Use Policy) are | Yes No 
| procedures in place to periodically inspect the alternate site? 


Ås an example, enclosed is a copy of CIC's Telework Policy, which specifies: 

e Security related information in Appendix B; and 

e Indicates two (2) security forms, which are used for all telework related situations: 
(1) Authorisation for Removal of Material from Premises; and 
(2) Authorization for Remote Access. 


We want to ensure any currently existing securitv instruments/references are taken into consideration. 
så x2 ae 


e Please let me know what security related information should be included in the Telework Guideline (i.e. such as the CBSA 
Policy on Information Security....etc.). 


* Confirm if you agree that the following security related information be incorporated in the Guideline. 


E teleworker Will USE e only rie virer ae standar d secure o remote z access (SRA) " workstation s and the standar ds | 


'k periodically or 
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bring the workstation into the office on a regular basis to ensure security patches an an and platform/softw are 


upgrades are applied. 


At the termination of this Agreement (unless it is renewed), the employee is to return to the CBSA, all 


material provided to him or her. 


T he ue agrees. a and A W ith CBSA poe. and dieran ici regar ding e pra use 


Guidelines) undi to Pn i md. care to protect uud aliens the Agency $ assets aid information 


being used at the telework place. 


The employee agrees not to hold the CBSA or any of its employees either vicariously or personally liable fo 
| any damages to the employee's personal or real property that occurs during, or is caused by, the employee 


performance of his or her duties at the telework place. 


The employee will complete the XXX CBSA security form (i.e. Telework Security Acceptable Use, previous! 
Appendix B) to ensure that all security requirements at the telework place are complied with, 


3 À NX å 
id de ffs Y E 
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bes wired), a CBSA representative identified by 


2 
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OMSK PLACE IO CASE 


> that ihe telewar& Få duce HUSK GHV SUCCI urity 


| The employee agrees to review and comply with CBSA security policies, standards and procedures and to ta 
å all reasonable care to protect sensitive government information and assets at the telework place against 
unauthorized disclosure, loss, theft, fire, destruction, damage or modification. 


The employee will immediately notify the delegated manager of any breach of security involving CBSA 


| information and/or assets. 


| Physical Elements 


The maximum classification of documentation. 
information or assets eligible for telework is 
| Protected B. 


The delegated manager authorizing the telework 
environment for an employee is responsible to 

| ensure the security of CBSA assets and 
information in that environment. The telework 

environment is to first be reviewed by the 

| delegated manager responsible, using this 

| document as a guide to the security 

| requirements. If they have concerns, they may 


elect to request a review of the security profile 
| of the residence or other location where the 
| telework is being allowed. 


Minimum Physical Security for Telework from a 
Private Residence. 


The room where the telework is to take 
place must have a door that can be locked. 
The employee muskensure that no 
information is available to family members. 
Equipment provided for telework is not to 
be used for any other purpose, nor to be 
used by anyone other than the emplovee. 
Laptops must be secured in the file cabinet 
when not in use. 

in a home telework situation where the 
employee is provided with a desktop CPU, 
the employee must ensure that nothing is 
saved to the hard drive, that the unit is 
logged off and shut down when not in use, 
and that records of User ID and Password 
are secured within the approved cabinet. 
By signing the telework agreement, the 
employee must be aware of and must allow 
periodic visits by the delegated manager, or 
CBSA Security to verify comnltance with 
security requirements. 

The employee is responsible for ensuring | 
the secure transfer of files and information | 
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to their office environment for permanent 
storage on a regular basis. Files should not 
be retained at a telework location in any 
quantity. Only those active files actual in 
use should be present at a telework location. 

e The delegated manager approving the 
telework and the employee working from 
home must maintain a log of files removed 
from the office and brought into the 
telework environment. This log will be used 
to determine critical risk in the event of loss, 
and facilitate rebuilding or recovery of the 
lost assets. 


* Confirm if any further security information should be included in the Guideline. 
* Does à Log of Files form/document already exist from a Security perspective? Should an official standard form be created 
for this purpose. 
Thanks in advance for vour immediate assistance. 
Francesca Gualtieri 
Senior Advisor, Labour Relations Program, Human Resources Branch 


Canada Border Services Agency / Government of Canada 
francesca. gualtieri(@cbsa-as NEW Tel: 613-946-4288 


Conseillére principale, Programme des relations de travail, Direction générale des ressources humaines 
Agence des services frontaliers du Canada / Gouvernement du Canada 
francesca.gualtieri@cbsa-asfc.oc.ça / NOUVEAU Tél : 613-946-4288 
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Burke, Julie 


From: Williams, Patricia 

Sent: May 2, 2019 07:26 AM 

To: Burke, Julie 

Cc: Eggleton, Robert 

Subject: RE: DSO and IT Security - Telework Policy 


Hello Julie, 


Wee you able to review the email I sent below? Do you have any feedback, comments or can I arrange a meeting to 
discuss this with the DSO and IT Security people and you? 


Let me know, 
Patrici 


From: Williams, Patricia 

Sent: April 11, 2019 12:01 PM 

To: Burke, Julie 

Cc: Eggleton, Robert 

Subject: DSO and IT Security - Telework Policy 


Good morning Julie, 


| tried to talk to you but as I am leaving tomorrow until the 24" April I wanted to send you this email to say I have 
shared the Telework inc with the group listed: 
(Eggleton, Roberts «R ic Bert E os Ge hsa- cosa asteg £C.Ca | Azar, Alan = Alan Azar 


XE IC HE or QE Cam pri Scott G 
<ScottG.C 


They are from the DSO and IT Security and I met them this morning to discuss the DSO- Travel Policy that is currently 
being worked on. Which happens to be related to the Telework Policy you are currently working on as both policies are 
covering employees not on site. The group would like to have some verbiage to account for people requesting Telework 
privileges other than their normal Primary Residence. This includes secondary locations or locations outside of Canada. 
These requests require a higher level of review and a formalized risk assessment and then approval/denial. 


This would reduce emails/questions and confusion from employees and reduce the work for HR while maintaining a 
healthy risk profile for the Agency. 


| was thinking that people could use the same form that you have created but forward it to a DSO or IT Security mailbox 
(to be determined) to have a formal review done and an answer returned to the employee, the manager and HR. What 
do you think? 


I was also thinking of something within the start of your document such as (in YELLOW): 


Policy Statement: 
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It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for Telework 
arrangement when it is operationally feasible and cost effective to do so, subject to certain conditions being met. 


(insert) 
This Policy does not consider exceptions such as a secondary residence request or teleworking outside of 
Canada. For those situations you must refer to APPENDIX A. 


APPENDIX A: Request for Exception Approval (placed near or at the end of Telework Policy document) 


Request for Exception Approval 


This appendix details the steps required to obtain an exception to the normal Telework Policy at CBSA and covers 
the following situations: 


e Working part-time while on vacation 
e Secondary residence — inside or outside of Canada 
e Other situations that do not fall under the Telework Policy 


To seek approval for the following situations you must fill out the Telework Request Form and send to the 
xxx t? cbsa-astc.gc.ca (I will get the real mailbox address and below is the idea of the statement that will be 
reviewed and rewritten to ensure it covers the request) Does this policy also cover Consultants or Contractors? 


Note: If you receive a approved exception and your situation changes and you want to continue Teleworking 
then you must immediately resubmit the original approved request and a new request detailing the change to 
your situation or if you are going to cancel the agreement then notify the above mailbox ASAP. 


A reminder: What is Security? 


The Policy on Government Security (PGS) defines Information Technology (IT) security as the "safeguards to 
preserve the confidentiality, integrity, availability, intended use and value of electronically stored, processed or 
transmitted information". The information and systems you use daily are critical to the CBSA's business 
operations. 


The use of IT continues to grow at a dramatic pace, so do the threats to the security of computer systems and 
available: remain aware of your personal IT security responsibilities and your diligent use of security 


techniques. It is everyone's responsibility at the CBSA to ensure that the Agency's computers, communications 
systems and information are secure. 
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Team lead/ Chef d'équipe 

Governance, Strategy and Major Projects/ Gouvernance, stratégie de la TI et projets majeurs!T Security and Continuity Division | 
Division de la sécurité et de la continuité de la TI 

Enterprise Services Directorate | Direction des services de l'entreprise 

Information, Science and Technology Branch | Direction générale de l'information, des sciences et de la technologie 

Canada Border Services Agency | Agence des services frontaliers du Canada 

Ottawa, ON, K1A OL8 | Ottawa, Ont., K1A OL8 


CBSA - Released under the Access to Information Act: *:"" 
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Telephone | Téléphone 343-291-6694 
Gouvernement of Canada | Gouvernement du Canada 
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Burke, Julie 


From: Nasrallah, MicheiN 

Sent: May 7, 2019 12:34 PM 

To: MacPhee, Jennifer: Demers, Ann 
Cc: Burke, Julie 

Subiect: RE: Telework in the Atlantic Region 


Thanks Jennifer, 
What is the regional policy? Can you share it? 


From: MacPhee, Jennifer 

Sent: May 7, 2019 12:33 PM 

To: Nasrallah, MichelN ; Demers, Ann 
Subject: Telework in the Atlantic Region 


As you are both aware, the Atlantic Region is moving to an ABW workspace on Monday. The issue of telework, in a more 
formalized way, is becoming more and more of an issue for this team particularly as the Region has introduced a formal 
policy in the last few weeks. Employees who report regionally are requesting and getting approved to telework. It 
presents a significant morale challenge for me. Can we follow the Regional guideline until our national policy is 
available? What is our position going forward on this option? 


Thanks, 
Jennifer 


Jennifer MacPhee 

Assistant Director- East Portfolio 

Human Resources Branch, Canada Border Services Agency / Government of Canada 
Jennifer. macphee@chsa-asfc.gc.ca / Tél. : 902-403-3882 / TTY: 866-335-3237 


Directrice Adjointe — Portefeuille de L'est 
Direction générale des ressources humaines, Agence des services frontaliers du Canada / Gouvernement du Canada 


macphee@chsa-asfc.gc.ca / Tél. : 902-403-3882/ ATS : 866-335-3237 


jennifer. 


Burke, Julie 


From: MacPhee, Jennifer 

Sent: May 7, 2019 12:48 PM 

To: Nasrallah, MichelN; Demers, Ann 

Cc: Burke, Julie 

Subject: RE: Telework in the Atlantic Region 
Attachments: Atlantic Part Time Telework Guideline-ENG.docx 


Thanks, 
Jennifer 


From: Nasrallah, MichelN 

Sent: May 7, 2019 1:34 PM 

To: MacPhee, Jennifer «Jennifer. MacPhee (9 cbsa-asfc.gc.ca»; Demers, Ann <Ann.Demers@cbsa-asfc.gc.ca> 
Cc: Burke, Julie <Julie.Burke(Øcbsa-asfc.gc.ca> 

Subject: RE: Telework in the Atlantic Region 


Thanks Jennifer, 
What is the regional policy? Can you share it? 


From: MacPhee, Jennifer «Jennifer. MacPhee @cbsa-asic.gc.ca> 
Sent: May 7, 2019 12:33 PM 
To: Nasrallah, MichelN «Miche 
Subject: Telework in the Atlan! ntic pom 


Good morning Ann and Michel, 


Ás you are both aware, the Atlantic Region is moving to an ABW workspace on Monday. The issue of telework, in a 
more formalized way, is becoming more and more of an issue for this team particularly as the Region has introduced a 
formal policy in the last few weeks. Employees who report regionally are requesting and getting approved to 
telework. It presents a significant morale challenge for me. Can we follow the Regional guideline until our national 
policy is available? What is our position going forward on this option? 


Tha nks, 
Jennifer 
Pub eGR nee 


Mia n ROUE Bra nch, Ca snd Border Services Agency / Government of Canada 
Jennifer.macphee@cbsa-astc.gc.ca / Tél. : 902-403-3882 / TTY: 866-335-3237 


Directrice Adjointe — Portefeuille de L'est 
Direction générale des ressources humaines, Agence des services frontaliers du Canada / Gouvernement du Canada 
Jennifer macphee@chsa-asfc.gc.ca / Tél. : 902-403-3882/ ATS : 866-335-3237 
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T) Telework arrangements when it is operationally feasible and 


incurs no extra cost to the CBSA, subject to certain conditions being met. 


CBSA Atlantic Region is committed to fostering workplace well-being as well as embracing 
nontraditional employment arrangements that reflect the evolution of technology, changing 
workplace culture, and growing public awareness of environmental and social impacts of travel 
commute. Part Time (PT) Telework is a flexible work arrangement that can be used at management's 
discretion, where operationally feasible and aligned with organizational priorities. 


PT Telework can benefit both the organization as well as employees on various levels such as 
attracting and retaining skilled individuals; and providing options for improved work-life balance. 


Y x 


To outline a guideline for the region-wide consistent application of PT Telework as a flexible work 
arrangement option for employees in the Atlantic Region, when operationally feasible and aligned 
with organizational priorities. 


go. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no PT Telework arrangement. 


Part-Time Telework — a formal written work arrangement where an employee carries out some or 
all of his or her duties at a location other than the designated workplace on a consistent, periodic 
basis, to a maximum of two days per week. It does not include punctual events where an employee 
performs work at a location other that the designated workplace such as during inclement weather. 


Part-Time Telework Place — the alternative work location where the employee is permitted to carry 
out the work otherwise performed at or from their designated workplace. 


X OWCWe- É Re NG 


Participation in a PT Telework arrangement is voluntary and to be approved at the respective 
Director's discretion, upon recommendation of the manager, on a case-by-case basis. The following 
success criterion must be in place: 

* the parameters of the arrangement must be recorded using the PT Telework Agreement form; 
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* the PT Telework Agreement must be completed and signed by the employee and the 
delegated manager and recommended to the Director for final approval before the PT 
Telework arrangement begins; 

* the agreement is for an employee to carry out some or all of his or her duties at a location 


days per week; 
* the arrangement must be reviewed at a minimum, every six months and will be automatically 
be reviewed: 
o if the work objectives and priorities are not being met; o in 
conjunction with the performance management cycle; or o upon 
request by the employee, delegated manager or Director. 
* the Agreement is not transferable across positions (a change in position will require a new PT 
Telework Agreement and a new approval): 
e the parties agree situations of ad-hoc telework do not fall under the auspices of this 
Guideline. Furthermore, PT Telework under this Guideline shall not be used to facilitate 
fulltime family care obligations (such as caring for an ill family member or caring for 


children during Professional Development days); 

* the PT Telework Agreement has no impact on employees hours of work (i.e. hours of work 
should be the same as if employee is working from designated workspace); 

¢ the parties agree the PT Telework Agreement is not the result of a workplace 
accommodation. Any alternative workplace arrangements established as a result of a 
workplace accommodation are subject to separate policies and regulations and should be 
conducted in coordination with Labour Relations and the Duty to Accommodate Policy: 

+ the employee understands they may be requested to report to the designed workplace for 
training and/ or meetings, upon the discretion of the respective manager: 

* the employee must negotiate with their manager the pre-established day/s they will telework; 

+ the employee understands they are not on Travel Status during this arrangement, and on 
when travel is required the employee shall report to the Designated Workplace prior to 
departure (unless the manager approves otherwise); and 

* aPT Telework Agreement can be ended by either party with two weeks' notice in writing. 

Equipment 


* the employee will be equipped with a single device (laptop) as per the CBSA one-device 


policy for the work performed at the designated and PT Telework place. This does not 
include office furniture, monitor, keyboard and/or other computer accessories; 

* the employee is not to use their personal computing or electronic devices when teleworking 
to store, access or process CBSA information; 

¢ the employee is not to print CBSA documents at home, work documents must be I 
work: and 

* approved encryption software must be used to encrypt sensitive information. 


rinted at 


arrangement, the delegated manager must ensure that the following conditions are met: 

* the nature of the work to be performed is suitable for PT Telework; 

+ the work to be performed does not require daily printing of documents, face-to-face meetings 
with clients or colleagues, or other site-specific requirements that may be determined; 

* the results of the work performed in PT Telework can be objectively measured; 

* the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

* Service delivery to clients is not negatively impacted; 
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* the employee can be reached by phone during the working hours as outlined in the PT 
Telework Agreement; 

* the employee is equipped with a single device (one-device policy) for the work performed at 
the designated and PT Telework place; 

* the equipment used for the PT Telework arrangement complies with the relevant CBSA 
policies; 

* the approval of PT Telework does not result in additional costs to CBSA: 

* all relevant legislation including the Canada Labour Code Part II and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the 
Code fC Conduet are well known D the idi wid 
secur pr requ irements pam secur db: Or roniscdan of the à infamem or siler CBSA z assets is 
not compromised at the PT Telework workplace: 

* there are no performance or conduct issues; and 

* other founded Code of Conduct issues that may be unrelated to the telework but would 
require the employee's return to the designated workplace. 


Failure to adhere to the above may lead to the termination of the PT Telework Agreement. 


The Delegated manager (supervisor) and PT Telework employee are responsible for fulfilling their 
respective PT Telework Guideline and PT Telework Agreement obligations. 


. "Ensure that the conditions described in the guideline requirements section are met 
before approving any proposed PT Telework Agreements recommended by the 
delegated manager. 

* Ensure the regional PT Telework Guideline is applied consistently across the region, 
when operationally feasible and aligned with organizational priorities. 


“ ' Consoli: tas nd with Labour Relations regarding any questions on the rights and 
obligations of employees who telework. 

* Ensure that the conditions described in the Guideline requirements section (above) are met 
before recommending any proposed PT Telework Agreements to the respective Director; 

* Ensure that the conditions of the Guideline requirements are maintained throughout the 
duration of the PT Telework arrangement. 

. Ensure that the employee is aware of their obligations pursuant to the Canada Labour Code 
Part H and review the working conditions with the employee to identify health and safety 
concerns. 
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* Adhere to all relevant legislation including the Canada Labour Code Part II and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements 
and the Code of Conduct. 
* Ensure that his or her PT Telework place: 
o isasuitable working environment such that the employee will be able to comply with 
this Guideline and his or her PT Telework Agreement; 
o conforms to municipal zoning regulations; and 
o meets the health and safety requirements of the Canada Labour Code, Part II and its 
Regulations (i.e. ergonomic needs and ability to physically move periodically 
throughout the day). 
* While part-time teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part 


If and its Regulations; o ensuring any client 
service delivery is not impacted; 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 
* Immediately notify the manager if any requirement of the PT Telework arrangement and/or 
Guideline is no longer being met or that the employee suspects is no longer being met. 
* Assume responsibility for the cost of office furniture (such as desks, chairs, and computer 
table); any computer accessories; and any other costs such as insurance, heat, hydro, and 
internet as part of the PT Telework place: 


VENDES 

* Canada Labour Code 

* Code of Conduct 

* Conflict of /nterest and Post Employment 

* — Information Security Policy 

* CBSA National Telework Policy 

* Treasury Board Telework Policy 

* Policy on the Use of Electronic Resources 

* Policy on Information Technology (UT) Security 
* Federal Public Service Labour Relations Act 
* Relevant collective agreements 

* Security Policy 

* Appropriate Use of Electronic Networks 
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Enquiries regarding this Guideline should be forwarded to the Regional Director of Corporate and 
Programs Services. 


From: Burke, Julie 

Sent: May 13, 2019 01:46 PM 

To: Gualtieri, Francesca; Christianson, Susanne 
Subject: | Telework guidelines 


Could I see the draft of the guidelines and the telework agreement 
Thank you 


Jule, 


Burke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie.Burke(Qcbsa-asfc.gc.ca / Tél.: 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


Burke, Julie 


From: Christianson, Susanne 

Sent: May 13, 2019 02:00 PM 

To: Burke, Julie 

Cc: Gualtieri, Francesca 

Subject: RE: Telework guidelines 

Attachments: GUIDELINES telework May 2 2019.docx; 20190506-AgreementForm.docx; 20190501 - 
OHSForm and attestations.docx; Acceptable Use Policy Acknowledgement 
20190502.docx; 20190502-TeleworkPolicy.docx 


Please see attached 
1. DRAFT guidelines. I am reworking for format and reducing some of the paragraphs. Currently open on my 
desktop. 
2. Telework Agreement Form 
3. OHS Form/attestations 
4. Acceptable Use Policy Acknowledgement 
5. Telework Policy with recommended changes highlighted. 


Please let me know if you have any concerns with approach! 


From: Burke, Julie <Julie.Burke @cbsa-asfc.gc.ca> 

Sent: May 13, 2019 10:46 AM 

To: Guaitieri, Francesca <Francesca.Gualtieri@cbsa-asfc.gc.ca>; Christianson, Susanne <Susanne.Christianson@cbsa- 
asfc.gc.ca» 

Subject: Telework guidelines 


Could | see the draft of the guidelines and the telework agreement 
Thank you 


dlulie Burke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
Julie.B G 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie.Burke(Qcbsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 
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checklists. 


While Labour Relations Programs, Labour R 
| office of primary interest regarding this policy and guideline, — 
| Occupational Health and Safety Division,,,, Security Directorate, Information Technology 
| keholder area remains responsible for the requirements to be adhered to 
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4.5.3 Building Security 


i 
I 
| 
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8.0 Accountability — 


Accommodation — a specific request... 


Voluntary... Telework is an option available to employees who have a substantiated 


accommodation need as well... 
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PROTECTED "C" WHEN COMPLETED | 


A. — Reason for Completing the TAF Form 


| | Original — Renewal TÅ Amendment | 1 ~ Cancellation 
| B. Other Mandatory TAF related Documents | MMC a NIB. Lieu 
| 1. CBSA Occupational Health & Safety Checklist and Attestation 

2. Acceptable Use Policy Acknowledgement 


Co Employee's Background Information 


Family Name ST Given Name 


| Personal Record 0l P | [| Classification | | Group | | 
Identifier (PRI) | EEE : L.X 


Branch 


Division/ District 


- Job Title Designated | 
m | Work Location | 


| D. X | Conditions of the Telework Agreement n | | 
| By placing an *x" in the following boxes, it is understood that applicable policy requirements have been or will be met i in this 
| telework arrangement. 


| The employee and the manager/supervisor have examined the key principles of the CBSA Telework Guidelines before engaging in Y 
| a telework agreement. | D 


| The employee and Menara has agreed to respect the conditions of the CBSA Telework Policy and Guidelines 


particularly section 4.5 of the Guidelines 


government legislation and CBSA related policies continue to apply. 


| The employee and the manager/supervisor have agreed to abide by the rules and guidelines of the CBSA policies relative to 
document and asset security and to information technologies (IT) security. | D 


| 
The manager acknowl edges that the employee s collective agreement, terms and conditions of Femployment s as well as "appli cable 
E 


| Talewark | Telephone Area Land Line 
| Location | code | . Number 
Address | Telework 
| Location 


Telework - 
Details 


Hours/Week 


] Signatu 


er d] B PI | : Number | 


Canada Border Agence des services 
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Responsibility | | 
Center Žž . 


Signature Date 
Delegated | Name | Telephone 
Authority — | Number | | 


Manager 


| Responsibility 
| Center 
| Date 
| {DDIMMIYYYY) 
| Telephone 
De Number : 
Responsibility | 


Nb ————  À — ——M— ——————— iaaa == 


Title 


ST — 


Employee 


— Signature 
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PROTECTED "C" WHEN COMPLETED 


| Area | 
Telephone ! Code 


— Telework 
Location 


Telework 
Location 
Address 


| | 

Alternate | 

edente on xpi E LI M C cou uL eui nm TE EEE RN NEU | 
Emergency | 


Contact Name 
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| have reviewed the following list of health and safety requirements and agree to establish and maintain my designated telework | 
| location accordingly. | 


At the on-set of the Telework Agreement period, the employee > and manager have discussed and negotiated (if i 
| relevant) applicable ergonomic related requirements 


ie | appropriately 3 | 
appropriate. heights and ddiustimehts (e.g. head and wrists are ina neutral position’ Y. 


| Note: 

| if the manager has previously approved an ergonomic assessment for the employee's designated telework location 
this does not apply. In this situation, the employee is expected to retain the set-up as recommended in their 
ergonomic assessment. 
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All work-related furniture (e.g. desk, cabinets...etc.) are sturdy and properly installed. 


| Note: 
| This includes retaining your set-up as established in your ergonomic assessment, if applicable. 


“The lighting is properly arranged and appropriate for my work (e.g. no reflections or glare on the computer 
| monitor... eto. ). 
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| There are no tripping hazards such as frayed or wrinkled carpets or obstructed halls, stairways or entries. 


have established an evacuation plan for my designated telework locatio 


| I have access to adequate first aid supplies at my designated telework location. 


A periodic contact schedule has been established with the desianated workplace contact regardless of whether there 
are work related items to discuss. 


| exposure. 


lease specify below) with respect to my designated 


| telework location. 
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Telephone 
Number 


Supervisor å 
or | Title 
Manager 


| Responsibility | 
Center | 


; Dale — 
| (DD/MM/YYYY) 


Number | 


——— ER 


Responsibility 
Center 


Delegated 
Authority 


Date 


Signature | (DD/MM/YYYY) | 


Telephone 
Number 


| 
* 


AUT TIT ELM —————————— Er Ee COT See eee a 


| Responsibility 
| Center 


Employee 


Signature | Date 
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Acceptable Use Policy Acknowledgement 


| Employees who are required to handle (e.g., access, process, transport) designated "Protected" and “Protected — 
| Particularly Sensitive” information (referred to hereafter as sensitive information) and assets outside of Canada 
| Border Services Agency (CBSA) premises for the purpose of performing work-related activities are subject to 

| comply with the established agency operational and security policies, standards and guidelines, and the security 
| requirements contained in this Acceptable Use Policy (AUP). 


| Working outside of CBSA premises includes official teleworking agreements, telecommuting services (e.g. 
hotelling, working at residences, being on travel status, job specific functions such as Auditors, Collectors, 
mobile Customs Officers) which may require access to Agency Information Systems when conducting official 
business. Teleworking/Telecommuting services allow for the manipulation of sensitive information either in 

| paper form or by utilizing Agency Information Systems for processing, storing and transmitting sensitive 

| information as if working on CBSA premises. 


| As an authorized user of the Telecommuting (Teleworking) services I am responsible for: 


|* Using only approved devices (ie: computer) that have been provided by the CBSA for accessing, processing, 

| storing or transmitting sensitive information. 

|e Using only CBSA approved software and respecting all licensing agreements. 

| Accessing sensitive information and CBSA Systems for the sole purpose of performing assigned, work- 

related activities. | 

Never attempting to bypass CBSA security mechanisms. 

Ensuring persons such as friends or family members are not allowed to access CBSA Systems or view 

sensitive information. 

le Taking extra precautions when accessing, processing, storing or transmitting sensitive information in a 

| public/private place to avoid shoulder surfing or eavesdropping. 

le Using caution and care to ensure information communicated via electronic mail (e-mail) is forwarded to the 

| intended recipients, and that all sensitive information is encrypted under approved agency algorithms before 

it is transmitted (for more information, please refer to Electronic Networks Policy Guidelines link provided: 

| hitp://atlas/cb-dec/pol/em-me/sv-ys/index eng.asp. 

le Ensuring changes to the configuration of the device are made by designated agency information technology 

| (IT) support staff, or under the direct instruction of designated agency IT staff. 

| * Never installing, modifying or altering the configuration of hardware or software without authorization. 

| Ensuring the device is equipped with CBSA approved logical access controls, encryption and a current anti- 
virus product. | 

* Encrypting any protected information residing on hard drives or removable media using approved CBSA 
encryption software. 

* Obtaining a unique user identification (1D) code and complying with the rules and regulations associated 

with the use of the UserlD. 

| » Understanding that I am accountable for all accesses and transactions made with the use of my UserID. 

| Complete a Privileged User Risk Management (PURM) form if I require Administrative Rights over the 

device (contact your local FT help desk for more information, if required). 

| Ensuring my password is in accordance with CBSA standards. 

| Understanding that CBSA systems and information resources are subject to monitoring. 
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short periods of time. 


|* Terminating all active sessions and logging-off the Agency Information Systems when I am finished 
| performing work-related activities or when leaving for extended periods of time. 


equipment, software or to areas storing sensitive information. 

* Reporting any actual or suspected loss, unauthorized disclosure of sensitive information or Agency 
Information Systems immediately to Security and Professional Standards Directorate through the employee's 
delegated manager in accordance with the CBSA Comptrollership Manual, Security Volume, and Chapter 15 

| ~ Reporting of Security Incidents. 

le Maintaining regular backup of my critical and essential files, and retainin g them at a separate location as 

| needed. 

| * Ensuring any sensitive information written to removable media, such as diskettes, hard disks, tapes, CDs, 

| ete., is encrypted by the installed secured configuration. If this is not possible, it is to be encrypted under 
approved agency algorithms and stored in a lockable cabinet when not being used. When encryption is not 
possible the media is to be stored in approved containers secured with a padlock or combination lock. 

Ensuring physical access to sensitive information and assets are controlled at all times by: 

+ Storing sensitive information, laptops and notebooks in approved briefcases or containers when not in 

use: 

* Protecting computer systems, laptops and notebooks as I would any other valuable asset. 

Ensuring sensitive information and assets in-transit are protected in accordance with the CBSA 
Comptrollership Manual, Security Volume. 

* — Ensuring sensitive information and media are handled (i.e. marked, stored, destroyed, erased and 

| communicated) in accordance with established agency security policies, standards and guidelines. 

+ Refraining from smoking, eating, and drinking while around Agency Information Systems as this can lead to 
equipment failures, data corruption, etc. 


| Asa user of the Telecommuting (Teleworking) services, I take full responsibility for my actions and understand 
that any violation of the spirit or intent of these security requirements, agency operational and security policies, 
| standards, and guidelines can lead to revocation of this privilege, disciplinary action up to and including 

| dismissal, and possible criminal prosecution. 


I understand the use of CBSA IT systems and information resources are subject to monitoring, and by using these 


IT systems and information resources to perform only assigned work-related activities, that I consent to such 
monitoring. 
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have read and understood the above and agree to adhere to the conditions laid out within. 


1  Supervisor/Manager 2.Employee — 3. Employee File 4.Labour Relations Advisor 
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Burke, Julie 


From: 
Sent: 
To: 


Christianson, Susanne 
May 17, 2019 09:13 AM 
Burke, Julie; Gualtieri, Francesca 


Subject: TELEWORK POLICY and GUIDELINES with appendices - PACKAGE FOR REVIEW 
Attachments: 20190515 Guidelines for Telework update.docx; 20190516 - TAF fin.docx; 20190501- 


Hi, 


OHSForm and attestations.docx; Acceptable Use Policy Acknowledgement 
20190502.docx; QandA Telework Guideline Appendix D Fin.doc; EE self assessment 
Appendix E fin.doc; 20190502-TeleworkPolicy.docx 


Please find attached for your review/comments: 


À: 


MO UC BUN 


Draft telework guidelines 

Telework Agreement Form (TAF) 

Mandatory TAF related document — OHS checklist and attestation 

Mandatory TAF related document — Acceptable Use Policy 

Q&A 

EE self assessment 

Telework Policy with recommended changes highlighted — all of the above were written with these changes in 
mind. 


If there is anything else required with respect to this package, please let me know and please disregard the package | 
sent on Monday. 


policies and programs designed to help employees balance their work, personal and family responsibilities. 
Telework is one of several flexible work arrangements that may be considered within the context of the 
employer's operational requirements and employee needs. 


The new CBSA Telework Policy and CBSA Telework Policy Guidelines describe the Agency's commitment to 
considering telework when appropriate, as well as the various requirements to be considered and met when 
approving telework arrangements. The CBSA Telework Agreement Form (TAF) as well the TAF mandatory related 
documents (CBSA Occupational Health & Safety Checklist and Attestation and the CBSA Acceptable Use Policy 
Acknowledgement) must be completed for all formalized telework arrangements (i.e. those arrangements that 
are regular and recurring, whether full or part-time). 


A Questions and Answers document has been developed to assist in answering questions employees and 


managers may have regarding telework related opportunities. 


Employees are encouraged to discuss the possibility of telework with their respective manager or supervisor. 


Should management require assistance with respect to this new Policy, their regional Labour Relations 


Hoping for some time next week to discuss as necessary 


Thanks! 


Susanne Christianson 


Labour Relations Advisor, Human Resources Branch 
Canada Border Services Agency / Government of Canada 
A qc.ca Tel 604-649-5401 / TTY: 866-335-3237 


Conseillère en relations de travail, Direction générale des ressources humaines 
Agence des services frontaliers du Canada / Gouvernement du Canada 
sanne.Christianson@cbsa-asfc.cg.ca / Tél. :604-649-5401 / ATS : 866-335-3237 
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Edwards, Tammy 


From: Nasrallah, MichelN 

Sent: May 8, 2019 08:57 AM 

To: Demers, Ann; Cantin, Nancie; Prudent, Natacha; Allard, Myriam; Racine, Isabelle; 
Edwards, Tammy; Fournier, Linne 

Cc: MacPhee, Jennifer, Sousae, Annie; Burke, Julie 

Subject: RE: Atlantic Region - Telework Arrangement 

Attachments: Atlantic Part Time Telework Guideline-ENG.docx 


Colleagues, 


It seems that with the move to Workplace 3.0, the Atlantic Region Operations and Programs have moved to offering up 
to two days of telework per week to all their staff (the office configuration, where there are less workstations than staff, 
encourages the adoption of telework arrangements). | intend to do the same for the LR Operations team, with the 


caveat that they be accessible and available dui ing normal working hours, and that productivity does not decrease. 
Please advise by Friday, May 10 if you have any concerns. 


Note that your staff will likely raise questions if they are not afforded the same opportunity. If you need assistance, | or 
vour Labour Relations Advisor are available to support you. 


Cheers 


Michel Nasrallah 

Director, Labour Relations Operations / Directeur, Relations de travail operationnel 
Canada Border Services Agency / Agence des services frontaliers du Canada 
MichelN.Nasrallaht? cbsa-asfc.gc.ca / Tel: 613-948-9856 / Blackberr 
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From: Nasrallah, MichelN 

Sent: May 6, 2019 11:27 AM 

To: Burke, Julie «Julie.Burke @cbsa-asfc.gc.ca>; Demers, Ann <Ann.Demers@cbsa-asfc.gc.ca>; Cantin, Nancie 
<Nancie.Cantin@cbsa-asfc.gc.ca>; Prudent, Natacha <Natacha.Prudent Øcbsa-asfc.gc.ca>; Allard, Myriam 
«Myriam.Allard Q cbsa-asfc.gc.ca»; Racine, Isabelle «Isabelle.Racine(9cbsa-asfc.gc.ca»; Edwards, Tammy 
<Tammy.Edwards@cbsa-asfc.gc.ca>; Fournier, Linne <Linne.Fournier@cbsa-asfc.gc.ca> 

Cc: MacPhee, Jennifer <Jennifer.MacPhee Øcbsa-asfc.gc.ca> 

Subject: Atlantic Region - HRB Access Friday May 10 and Monday May 13 


Hi colleagues, 

Just a reminder that our HRB colleagues and staff in Halifax are scheduled to move on Monday May 13. Note that they 
will be asked to leave the office early on Friday to prepare for the move. It is also possible that some staff will be 
delayed in getting set up on the network Monday. 

Cheers 


Michel Nasrallah 
Director, Labour Relations Operations / Directeur, Relations de travail operationnel 
Canada Border ANKES Agency / Agence d des services frontaliers du Canada 
MichelN.Nasralla iaca / Tel: 613-848-9856 / Blackberry: 
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Guideline Stateme 


It is the policy of the Canada Border Services Agency (CBSA) Atlantic Region to support 
employees' request for Part-Time (PT) Telework arrangements when it is operationally feasible and 
incurs no extra cost to the CBSA, subject to certain conditions being met. 


Effective Date 
The effective date of this guideline is April 17, 2019 and is to be implemented where the success 
criterions are in place. 


Preamble 


CBSA Atlantic Region is committed to fostering workplace well-being as well as embracing 
nontraditional employment arrangements that reflect the evolution of technology, changing 


WO Le — eu ftum: an HG growin g public awareness of environmental and social impacts of travel 


dis isere rl W deiei ope r unt feasible and aligned with organizational priorities. 


PT Telework can benefit both the organization as well as employees on various levels such as 
attracting and retaining skilled individuals; and providing options for improved work-life balance. 


Objectives 


To ou Bine à a E se tor dod region- he consistent — of FT] Te lew ork asa vai wW ork 
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Definitions 


Designated Workplace ~ location where the employee would normally be assigned to work if there 
were no PT Telework arrangement. 


Part-Time Telework — a formal written work arrangement where an employee carries out some or 
all of his or her duties at a location other than the designated workplace on a consistent, periodic 
basis, to a maximum of {wo days per week. It does not include punctual events where an employee 
performs work at a location other that the designated workplace such as during inclement weather. 


Part-Time Telework Place — the alternative work location where the employee is permitted to carry 
out the work otherwise performed at or from their designated workplace. 


Guideline Requirements 


Participation in a PT Telework arrangement is voluntary and to be approved at the respective 
Director's HA upon recommendation of the manager, on a case-by-case basis. The following 
success criterion must be in place: 

* the parameters of the arrangement must be recorded using the PT Telework Agreement form; 


# 


the PT Telework Agreement must be completed and signed by the employee and the 
delegated manager and recommended to the Director for final approval before the PT 
Telework arrangement begins: 
the agreement is for an employee to carry out some or all of his or her duties at a location 
other than the de signated workplace on a consistent, periodic basis, to a maximum of {wo 
days per week; 
the arrangement must be reviewed at a minimum, every six months and will be automatically 
be reviewed: 

o if the work objectives and priorities are not being met; o in 

conjunction with the performance management cycle; or o upon 

request by the emplc sloyee, delegated manager or Director. 
the Agreement is not transferable across positions (a change in position will require a new PT 
Telework Agreement and a new approval); 
the parties agree situations of ad-hoc telework do not fall under the auspices of this 
Guideline. Furthermore. PT Telework under this Guideline shall not be used to facilitate 
fulltime family care obligations (such as caring for an ill family member or caring for 
children during Professional Development days): 
the PT Telework Agreement has no impact on employees hours of work (i.e. hours of work 
should be the same as if employee is working from design: ated workspace); 
the parties agree the PT Telework Agreement is not the result of a workplace 
accommodation. Any alternative workplace arrangements established as a result of a 
workplace accommodation are subject to separate policies and regulations and should be 
conducted in coordination with Labour Relations and the Duty to Accommodate Policy: 
the employee understands they may be requested to report to the designed workplace for 
training and/ or meetings, upon the discretion of the respective manager; 
the employee must negotiate with their manager the pre-established day/s they will telework; 
the employee understands they are not on Travel Status during this arrangement, and on 
when travel is required the emplovee shall report to the Des signated Workplace prior to 
departure (unless the manager approves otherwise); and 
a PT Telework Agreement can be ended by either party with two weeks' notice in writing. 


Equipment 


* 


the employee will be equipped with a single device (laptop) as per the CBSA one-device 
policy for the work performed at the designated and PT Telework place. This does not 
include office furniture, monitor, keyboard and/or other computer accessories; 

the employee is not to use their personal computing or electronic devices when teleworking 
to store, access or process CBSA information; 

the employee is not to print CBSA documents at home, work documents must be printed at 
work: and 

approved encryption software must be used to encrypt sensitive information. 


Prior to recommending to the respective Director, and at any point during the PT Telework 
arrangement, the delegated manager must ensure that the following conditions are met: 


# 


* 


the nature of the work to be performed is suitable for PT Telework; 
the work 


to be performed does not require daily printing of documents, face-to-face meetings 
with clients or colleagues, or other site-specific requirements that may be determined; 


the results of the work performed in PT Telework can be objectively measured; 


the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 
service delivery to clients is not negatively impacted; 


CAS 
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* the employee can be reached by phone during the working hours as outlined in the PT 
Telework Agreement; 

* the employee is equipped with a single device (one-device policy) for the work performed at 
the designated and PT Telework place: 

ai Telework arrangement complies with the relevant CBSA 


* the equipment used for the PT 
policies; 

* the approval of PT Telework does not result in additional costs to CBSA: 

« all relevant legislation including the Canada Labour Code Part I and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the 
Code of Conduct are well known by the employee; 

* the custodial arrangements for management of information at the PT Telework site meets 
security requirements and security or protection of the information or other CBSA assets is 
not compromised at the PT Telework workplace: 

* there are no performance or conduct issues; and 

* other founded Code of Conduct issues that may be unrelated to the telework but would 
require the employee's return to the designated workp jlace. 


Failure to adhere to the above may lead to the termination of the PT Telework Agreement. 


Respective Director 


* Ensure that the conditions described in the guideline requirements section are met 


before approving any proposed PT Telework Agreements recommended by the 
— een 


"e ht feasi ble and aligned with sa priorities. 


Delegated Manager 

* Consult as required with Labour Relations regarding any questions on the rights and 
obligations of employees who telework. 

« Ensure that the conditions described in the Guideline requirements section (above) are met 
befo re recomm ending g any at epen PI Telework Agreements to t ne re E oit Director: 


. " nsure e the porn is awa eat their obligations pursuant to the Canada Labour Code 
Part Il and review the working c idis with the employee to identify health and safety 
concerns. 
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* Review, understand and comply with this guideline. 

+  Adhere to all relevant legislation including the Canada Labour Code Part H and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements 
and the Code of Conduct. 

* Ensure that his or her PT Telework place: 


+ 


o is a suitable working environment such that the employee will be able to comply with 
this Guideline and his or her PT Telework Agreement; 
o conforms to municipal zoning regulations; and 
o meets the health and safety requirements of the Canada Labour Code, Part Il and its | 
Regulations (i.e. ergonomic needs and ability to physically move periodically 
throughout the day). 
* While part-time teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part 
H and its Regulations; o ensuring any client 
service delivery is not impacted; 
© protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy: 
* Immediately notify the manager if any requirement of the PT Telework arrangement and/or 
Guideline Is no longer being met or that the employee suspects is no longer being met. 
* Assume responsibility for the cost of office furniture (such as desks, chairs, and computer 
table}: any computer accessories; and any other costs such as insurance, heat, hydro, and 


* Canada Labour Code 

* Code of Conduct 

* — Information Security Policy 
* CBSA National Telework Policy 

* Treasury Board Telework Policy 

* Policy on the Use of Electronic Resources 

* Policy on Information Technology (IT) Security 
* Federal Public Service Labour Relations Act 

* Relevant collective agreements 

* Security Policy 

* Appropriate Use of Electronic Networks 


Enquiries 


Enquiries regarding this Guideline should be forwarded to the Regional Director of Corporate and 
Programs Services. 


Edwards, Ta mmy 


From: Allard, Myriam 

Sent: May 8, 2019 09:05 AM 

To: Nasrallah, MichelN; Demers, Ann; Cantin, Nancie; Prudent, Natacha; Racine, Isabelle; 
Edwards, Tammy; Fournier, Linne 

Cc: MacPhee, Jennifer; Sousae, Annie; Burke, Julie 


Subject: RE: Atlantic Region - Telework Arrangement 

Absolutely no concerns from my end. It's 2019, we need to get up to speed with other departments and be able to offer flexible work 
arrangements where operationally feasible. | FULLY support this initiative. 

Myriam 


From: Nasrallah, MichelN <MichelN.NasrallahØcbsa-asfc.gc.ca> 
v ASA 8, 2019 8:57 AM 


ME ù pp Al laii, Mgtiáh «Metas AGE dead cene Radne, isabelle e 
«Isabelle.Racine @cbsa-asfc.gc.ca>; Edwards, Tammy <Tammy.Edwards @cbsa-asfc.gc.ca>; Fournier, Linne 
<Linne.Fournier@cbsa-asfc.gc.ca> 

Cc: MacPhee, Jennifer <Jennifer. MacPhee @cbsa-asic.gc.ca>; Sousae, Annie <Annie Sousae@cbsa-asfc.gc.ca>; Burke, 
Julie <Julie. Burke (9 cbsa-asfc.gc.ca» 

Subject: RE: Atlantic Region - Telework Arrangement 


Colleagues, 


It seems that with the move to Workplace 3.0, the Atlantic Region Operations and Programs have moved to offering up 

to two days of telework per week to all their staff (the office configuration, where there are less workstations than staff, 

encourages the yim ion i telework arrangements). I intend to do the same for the LR Operations team, with the 
caveat that they be a sible and STE le during normal working hours, and that productivity does not decrease. 


Please advise by Friday, May 10 if you have any concerns. 


Note that your staff will likely raise questions if they are not afforded the same opportunity. If you need assistance, I or 
your Labour Relations Advisor are avai i able to support you. 


Cheers 


Michel Nasrallah 

Director, Labour Relations Operations / / Directeur, Relations de travail opérationnel 
Canada Border Services s Agency | Agence des services frontaliers du Canada 
MicheiN Nasrallan@cbsa-astc.gc ca / Tel: 613-948-9856 / Blackberry: 


From: Nasrallah, MichelN 
Sent: May 6, 2019 11:27 AM 
To: Burke, Julie <Julie. Burke @ “bea 


-astc.ec.ca>; Cantin, Nancie 
zc.ca»; Allard, Myriam 
»; Edwards, Tammy 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 
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Cc: MacPhee, Jennifer «jennifer. Ma rnheesvcposa-ds 
Subject: Atlantic Region - HR pue Friday May 10 and Moda May 13 


Hi colleagues, 

Just a reminder that our HRB colleagues and staff in Halifax are scheduled to move on Monday May 13. Note that they 
will be asked to leave the office early on Friday to prepare for the move. it is also possible that some staff will be 
delayed in getting set up on the network Monday. 


Cheers 


Michel Nasrallah 
på c Le ein me / dim Relations de travail operationnel 
rm LE 3C. c a ae Tel: » i 3. 9 4 gt og SEJ B E Fry: 
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Edwards, Tammy 


From: Racine, Isabelle 

Sent: May 8, 2019 09:38 AM 

To: Nasrallah, MichelN; Demers, Ann; Cantin, Nancie; Prudent, Natacha; Allard, Myriam; 
Edwards, Tammy; Fournier, Linne 

Cc: MacPhee, Jennifer; Sousae, Annie; Burke, Julie 

Subject: RE: Atlantic Region - Telework Arrangement 


My sta å are in the St-Joh n's office in Atlantic. I have received a similar proposal for my Calgary staff as they are also 
refitting their space and will be temporarily relocated for 2 years. 


From: Nasrallah, MichelN 

sent: May 8, 2019 8:57 AM 

To: Demers, Ann <Ann.Demers@cbsa-asfc.gc.ca>; Cantin, Nancie <Nancie.Cantin@cbsa-asfc.gc.ca>; Prudent, Natacha 
pines Minnie, Mut Be Ca»; Alara, dim Biel biu ec d dae Bec ca»; Racine, Isabelle | 


Pii ke mg 
Cc: MacPhee, Jennifer <jennifer.MacPhee Øcbsa-asfc.gc.ca>; Sousae, Annie <Annie.Sousae Øcbsa-asfc.gc.ca>; Burke, 
June e. Bu FRE Øchsa-ask. BC. Ca» 


Colleagues, 


it seems that with the move to Workplace 3.0, the Atlantic Region Operations and Programs have moved to offering up 
to two days of telework per week to all their staff (the office re ve there are less workstations than staff, 
encourages the adoption of telework arrangements). | intend to do the same for the LR Operations team, with the 
caveat that they be accessible and available during normal working hours, and that productivity does not decrease. 


Please advise by Friday, May 10 if you have any concerns. 


Note that your staff will likely raise questions if they are not afforded the same opportunity. If you need assistance, | or 
vour Labour Relations Advisor are available to support you. 


Cheers 


Michel Nasrallah 

Director, Labour Relations Operations / Directeur, Relations de travail opérationnel 
Canada Border Services Agency / Agence des — frontaliers du Canada 
Michelin. : ecca / Tel: 613-948-9856 / Blackberry: 


N.Nasrallahé?cbsa-asic.gc.ca 


From: Nasrallah, MichelN 
Sent: were 6, 2019 er AM 1 


<Myriam AR ard@chsa-as 
< ADIRE FC 


Subject: Atlanti ic Regi ion - greet Friday. f Sai 10 and vd Monday May 13 
i 
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Hi colleagues, 

Just a reminder that our HRB colleagues and staff in Halifax are scheduled to move on Monday May 13. Note that they 
will be asked to leave the office early on Friday to prepare for the move. Itis also possible that some staff will be 
delayed in getting set up on the network Monday. 

Cheers 


Michel Nasrallah 

Director, Labour Relations Operations / Directeur, Relations de travail opérationnel 

Canada Border Services Agency / Agence des services frontaliers du Canada 
rallahti?cbsa-asfc.gc.ca / Tel: 613-948-9856 / Blackberry: 


CBSA - Released u re ond mation Act. 
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Edwa rds, Tammy 


From: Demers, Ann 

Sent: May 8, 2019 12:25 PM 

To: Nasrallah, MichelN; Cantin, Nancie; Prudent, Natacha; Allard, Myriam; Racine, Isabelle; 
Edwards, Tammy; Fournier, Linne 

Cc: MacPhee, Jennifer; Sousae, Annie; Burke, Julie 

Subject: RE: Atlantic Region - Telework Arrangement 


I support as well. Of course, it’s on a case by case basis. 


HRPD (Réa's directorate) will be developing telework guidelines as well. A working group is being led by Louis Germain 
on this topic. À suivre 


From: Nasrallah, MichelN <MichelN.Nasrallah@cbsa-asfc.gc.ca> 

Sent: May 8, 2019 8:57 AM 

To: Demers, Ann <Ann.DemersØcbsa-asfc.gc.ca>; Cantin, Nancie <Nancie.Cantin@cbsa-asfc.gc.ca>; Prudent, Natacha 
<Natacha.Prudent@cbsa-asfc.gc.ca>; Allard, Myriam <Myriam.Allard@cbsa-asfc.gc.ca>; Racine, Isabelle 

<isabelle Racine @cbsa-asfc.gc.ca>; Edwards, Tammy <Tammy.Edwards @cbsa-asfc.gc.ca>; Fournier, Linne 
<Linne.Fournier@cbsa-asfc.gc.ca> 

Cc: MacPhee, Jennifer «Jennifer. MacPhee Qcbsa-asfc.gc.ca>; Sousae, Annie «Annie.Sousae @cbsa-asfc.gc.ca>; Burke, 
Julie <Julie, Burke (Øcbsa-asfr.gc.ca> 

Subject: RE: Atlantic Region - Telework Arrangement 


Colleagues, 


It seems that with the move to Workplace 3.0, the Atlantic Region Operations and Programs have moved to offering up 
to two days of telework per week to all their staff (the office configuration, where there are less workstations than staff, 
encourages the adoption of telework arrangements). Lintend to do the same for the LR Operations team, with the 
caveat that they be accessible and available during normal working hours, and that productivity does not decrease. 


Please advise by Friday, May 10 if you have any concerns. 


Note that your staff will likely raise questions if they are not afforded the same opportunity. If you need assistance, | or 
your Labour Relations Advisor are available to support you. 


Cheers 


Michel Nasrallah 

Director, Labour Relations Operations / Directeur, Relations de travail opérationnel 
Canada Border Services Agency / Agence des services frontaliers du Canada 
MichelN.Nasrallaht?cbsa-asfc.ge.ca / Tel: 613-948-9856 / Blackberry: 


From: Nasrallah, MichelN 
Sent: May 6, 2019 11:27 AM 

To: Burke, Julie <Julie.Burke Øcbsa- asi Re gc. ca; Demers, Ann «Ann. Demet ts@cbsa- asic. 
<Nancie Cantin@cbs bsa asic. 
«Myriam. Allan d@cbsa- a : 
«Tammy.Edwar en Up 


Beca; d Nancie 
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Hi colleagues, 

Just a reminder that our HRB colleagues and staff in Halifax are scheduled to move on Monday May 13. Note that they 
will be asked to leave the office early on Friday to prepare for the move. It is also possible that some staff will be 
delayed in getting set up on the network Monday. 

Cheers 


Michel Nasrallah 
Director, Labour Relations Operations / Directeur, Relations de travail opérationnel 
an Border Services Agency / Agence des services frontaliers du Canada 


MichelN.N ichelN Nas srallan: JE @chsa-asic.ec.ca / f Tel: 613-948-9856 / Blackber ry: 
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Edwards, Tammy 


From: Nasrallah, MichelN 

Sent: May 13, 2019 03:59 PM 

To: Sousae, Annie; Edwards, Tammy; Allard, Myriam; Burke, Julie; Racine, Isabelle; Shivii- 
Prasad, Shahina 

Subject: Nationalization - Flex Work Arrangements 

Attachments: Nationalization Flex Work Arrangements.pptx 


Hey there, 

As mentioned today, the Wave 1 IS Directors asked that I present on common workplace provisions and best practices 
in light of managing a nationalized workforce. Sharing the deck with you if you have any comments before I finalize and 
get translated. There were limited comments today when I presented. 

Cheers 


Michel Nasrallah 

Director, Labour Relations Operations / Directeur, Relations de travail opérationnel 
Canada Border Services Agency / Agence des services frontaliers du Canada 
MicheIN.Nasrallah@chsa-asfc.ge.ca / Tel: 613-948-9856 / Blackberry: 
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Nationalization: 

Flexible Work "e" 
Arrangements and Other 
Workplace Issues 


May 13, 2019 
Labour Relations Operations 
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Hours of Work — PA Collective Agreement Provisions 


* Hours of Work 
— Core Hours 25.06 The normal workday shall be 7.5 consecutive 


Flexible Hours 25.08 Subject to operational requirements, an 
employee shall have the right to select and request flexible hours 
between 7 am and 6 pm and such request shall not be unreasonabh 
denied | 
Variable Hours 25.09 Upon request of an employee and concurrence 
of the Employer, may complete the weekly hours of employment in a 
period of other than 5 full days, provided that, over a period of 14, 21 or 
28 calendar days, the employee works an average of 37.5 hours per 
week 
» In every 14, 21 or 28 day period, the employee shall be granted days of rest on such 
days as are not scheduled as a normal workday for the employee 
* Employees covered by this clause shall be subject to the variable hours of work 
provisions established in clauses 25.24 to 25.27 


— PROTECTION » SERVICE - INTEGRITY _ 
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Hours of Work - Tips 
* Set hours of operations to ensure continued service delivery (e.g. 
9am to 3pm) 

+ Jointly determine hours of work for each of your staff 

* Compressed schedules: 
Maximum Compressed schedule is 14 days (i.e. 8.333 hours per day) 
if Compressed schedule approved, ensure it is recorded in ESS 
Set expectations or terms when an Earned Day Off/Compressed Day 
might need to be moved 
Revisit Compressed schedule every six months (at PMA discussions) 
Determine and communicate whether management team can also 
request a Compressed schedule 
NOTE: Employees subject to performance pay are not entitled to 
overtime, and therefore should not be entitled to Compressed schedule 


* Where requests are denied, provide a rationale in writing 


— PROTECTION » SERVICE INTEGRITY. 


Leave Requests 


* Review applicable provisions regarding vacation leave 
(including seniority clauses), family related leave, leave 
with income averaging, personal needs leave, leave for 
care of family, etc. ; 

* Contact Labour Relations with any questions. 

* Communicate decisions to deny in writing, identifying 
alternative options where possible. 


Telework 


Review CBSA Telework Policy (April 1, 2019) 
Determine whether work is conducive to telework (including 
application to managers). If not, communicate reasons to staff in 
writing 
Privilege (Preference) vs. Right to Telework (Duty to Accommodate). 
Identify and communicate parameters to enter into Telework 
Agreement 

~ Ensuring that employee has the tools to be readily available (i.e. laptop, network 

access, cell phone) 

— Requirement to maintain productivity 

— Circumstances employee may be required to enter workplace on telework day 
Ensure Telework Agreement completed and reviewed by LR 
Communicate horizontally with colleagues 


—  PROTECTION-SERVICE INTEGRITY 00 


Staffing Decisions 


Consider national areas of selection to the extent 
possible 

Communicate decisions regarding non-advertised 
appointments prior to the NOC being posted (to both 
staff and national colleagues) 

If denying an assignment or acting appointment, discuss 
reasons with host manager and employee (separately), 
follow up in writing, and set future timeframe for when 
such opportunities may be feasible 


— PROTECTION » SERVICE « INTEGRITY 
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Managing Virtually 
Set up distribution list of national colleagues to communicate issues 
and seek concurrence on decisions through emails or monthly 
meetings (if you differ from colleagues’ approach, consider why and 
communicate your realities appropriately) 
Engage early with your management team and seek their buy-in 
Communicate your values and expectations with staff in writing and 
through team meetinas 
Set up regular team meetings via WebEx/VideoConference and plan 
annual face to face meetings 
Engage your team in building a team charter 
Set daily check-ins with isolated staff 
Recognize and celebrate successes nationally 
Encourage regional team collaboration and social interactions 


Managing Virtually 


1. COMMUNICATE 
2. COMMUNICATE 
3. COMMUNICATE 


And when in doubt, contact your Labour Relations Advisor. 
Michel Nasrailah 


Director, Labour Relations Operations 
613-220-3339 
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From: Keir, Jennifer on behalf of Thibodeau, MarcR (HRB-HQ) 
Sent: February 7, 2019 02:27 PM 

To: Allard, Myriam; Edwards, Tammy; Burke, Julie 

Subject: FW: Telework Policy.docx 

Attachments: Telework Policy.docx 


Sorry — forgot to cc you guys! 


Jennifer Keir 
613-948-9833 


From: Keir, Jennifer <Jennifer.Keir@cbsa-asfc.gc.ca> 

Sent: February 7, 2019 2:26 PM 

To: Thibodeau, MarcR (HRB-HQ) «Marc.Thibodeau2 Øcbsa-asfc.gc.ca> 
Subject: Telework Policy.docx 


+ 


For your review 


Canada Border 
Services Agency 


Agence des services 
frontaliers du Canada 
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It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
lelework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


arrangements that reflect evolution of technology. changing workplace culture, and growing public 


awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its employees on various levels such as: 


attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance; 


E ye E E 


ARCEM : sé es 479 
Objectives 


To allow employees to work at alternate locations in a manner that meets organizational objectives 


while beingcost effective. 


Delegated Manager — a manager at the CBSA-3 level. 
Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework —a formal written work arrangement where an emplovee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 


rthe 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Participation in a telework arrangement is voluntary; no employee shall be required to telework. 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


e The approval of a Telework arrangement shall be made on a case-by-case basis. 
+ The parameters of a telework arrangement must be recorded using the telework request form. 
+ The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 
« A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 
e The Telework Agreement will be reviewed at a minimum, every six months. 
e The Telework Agreement will automatically be reviewed: 
o ifthe work objectives and priorities are not being met; 
o inconjunction with the performance management cycle; 
o upon request by the employee or the delegated manager; 
o inan urgent situation, at the request of the delegated manager. 
e The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
— I elework under this adr shall not t be used t to o Facilitate. fuli- time Jal care 


Tier tini dey 4 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


+ the nature of the work to be performed is suitable for telework; 

+ the work to be performed does not require the printing of documents; 

+ the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; 

+ the employee can be equipped with a single device (one-device policy) for the work performed at 

the designated and telework place; 

+ the equipment required is available: 

+ the results of the work performed in telework can be objectively measured: 

e the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

+ service delivery to clients is not negatively impacted; 

e the approval of telework should be cost effective; 

+ the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 

e all relevant legislation including the Canada Labour Code Part II and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected; 

e the custodial arrangements for management of information at the Telework site meets security 


requirements; 


CBSA - Released u iid E mation Act 
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* security or protection of the information or other CBSA assets is not compromised at the 
telework workplace; 

+ there are no performance or conduct issues; 

* other founded Code of Conduct issues that may be unrelated to the telework 
the employee's return to the Designated Workplace 


but would require 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks” notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


Te EBSA wiil A pro vide to the employee, the equipment and supplies that it considers necessary to carry 


** 


e Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework: 


Ensure that the conditions described in the Policy requirements section are met before approving 


any på Ne å ics Ge ng maintained Troup nout t the duration of be art rangement. 


. Fes r ange far the ans ion, apa repai r aa recovery (at the termination of the Telework 
Agreement) of the material provided. 


Emplovee 
+ Review, understand and comply with this policy. 
+ Adhere to all relevant legislation including the Canada Labour Code Part H and associated 
7 


regulations, Sa guidelines, terms and conditions of employment, collective agreements and 


Ensure that his Or «het Telework place: 

o isa suitable working environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; 

o conforms to municipal zoning regulations; and 

o meets the health and safety requirements of the Canada Labour Code, Part IT and its 
Regulations. 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'information 


+ While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part II 
and its Regulations: 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 


Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 

+ is responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


; and Compensation 


+ Provide advice and guidance on the application of the Policy: 
* Provide reports on telework agreements in place and compliance with the policy; 
* Review and update the Policy from time to time 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


+ Canada Labour Code 

+ Code of Conduct 

© Conflict of Interest and Post Employment 

¢ Information Security Policy 

+ Policy on the Use of Electronic Resources 

« Policy on Information Technology (IT) Security 
» Federal Public Service Labour Relations Act 

o Relevant collective agreements 

+ Security Policy 

e Appropriate Use of Electronic Networks 


Enquiries regarding this Policy should be forwarded to Labour Relations. 
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From: Edwards, Tammy 

Sent: February 6, 2019 02:16 PM 

To: Thibodeau, MarcR (HRB-HQ); Sousae, Annie; Burke, Julie; Racine, Isabelle; Nasrallah, 
MichelN; Allard, Myriam 

Cc: Keir, Jennifer; Roy, Cynthia 

Subject: RE: CBSA Draft telework policy - Feb2019.docx 

Attachments: CBSA Draft telework policy - Feb2019 TE.docx 


| have inserted one other comment under Delegated Manager Responsibilities related to OHS. À previous reference to 
responsibilities under the CLC I was removed but there should be something in there regarding this as a manager does 
not absolve teri selves of their duties under the Code when an employee is working from home. Proposed wording is 
included using track changes. 


From: Edwards, Tammy 

Sent: February 6, 2019 8:40 AM 

To: Thibodeau, MarcR (HRB-HQ) <Marc.Thibodeau2 @cbsa-asfc.gc.ca>; Sousae, Annie <Annie.Sousae Qcbsa-asfc.gc.ca>; 
Burke, Julie <Julie.Burke@cbsa-asfc.gc.ca>; Racine, Isabelle <lsabelle Racine@chsa-asfc.gc.ca>; Nasrallah, MichelN 
«MichelN.Nasrallah (9 cbsa-asfc.gc.ca»; Allard, Myriam «Myriam.Allard(Qcbsa-asfc.gc.ca»; Keir, Jennifer 
<Jennifer.Keir@cbsa-asfc.gc.ca>; Roy, Cynthia <Cynthia.Roy@cbsa-asfc.gc.ca> 

Subject: RE: CBSA Draft telework policy - Feb2019.docx 


Attached is my feedback so far (may have a bit more today as my OHS team reviews). | offer my services to review the 
final draft to verify grammar and spelling ©. 


From: Thibodeau, MarcR (HRB-HQ) 
Sent: February 5, 2019 8:15 PM 
To: Sousae, Annie «Annie. Sousa 
«Tammwy.E war ds € is 
<Miche EIN 


Julie. Burke@cbs Ic.gc.ca»; Edwards, Tammy 
Isabelle. pacine@cbsa 2 .gc.ca»; Nasrallah, MichelN 
Gcbsa-asfc.gc.ca»; Keir, Jennifer 


Bi MM et bac Dh: Sid arii ieri 


Subject: CBSA Draft otis Jule sed dod 
Hi: 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. ! would like 


your views on the document. Julie and ! would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 
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Edwards, Tammy 


From: Edwards, Tammy 

Sent: February 6, 2019 02:24 PM 

To: Charron, Luc 

Cc: Adams, Jeremy 

Subject: RE: CBSA Draft telework policy - Feb2019.docx 


Thanks very much! Id also picked up on the repetition under the employee responsibilities. 


From: Charron, Luc 

Sent: February 6, 2019 1:36 PM 

To: Edwards, Tammy <Tammy.Edwards@cbsa-asfc.gc.ca> 
Subject: FW: CBSA Draft telework policy - Feb2019.docx 


Sent: “rene 6, 2019 9: ne a 
To: Charron, Luc <Luc.Charron@cbsa-asic.gc.ca> 
Subject: FW: CBSA Draft telework policy - Feb2019.docx 


l've read through the policy and I have only a couple of comments. | see that Marc has removed any reference to the 
responsibilities under Fan CLC Il from the responsible managers portion of the policy. | still feel that there should be 

something in there regarding this as a manager does not absolve themselves of their duties under the Code E an 
employee is working from home. Perhaps somethi ing along the lines of "reviewing the working conditions with the 
employee to identify any health and safety issues". Secondly, the requirements under the CLC II for the le is 
repeated (now that Marc has added the bullet to the employee's responsibilities, One of the references under the 
employee's responsibilities should be removed. 


Jeremy. 


From: Charron, Luc <Luc.Charron@cbsa-asic.ec.ca> 
Sent: February 6, 2019 9:13 AM 

To: Adams, Jeremy <jeremy. Adams@cbsa-asic.pe.ca 
Subject: FW: CBSA Draft telework policy - Feb2019. docx 


Jeremy, 
Can you review and provide feedback by eod today? 


TKS 
Luc 


From: Edwards, Tammy <Tammy.Edwards@chsa-asfe.gc.ca> 
Sent: February 6, 2019 7:19 AM 
To: Charron, Luc <Luc.Charron@cbsa-asic.gc.ca> 


Subject: Fw: CBSA Draft telework policy - Feb2019.docx 


By COB Wednesday, | think Marc means today! Julie told me very quickly that OHS-related info would be 
included in guidelines rather than the policy but can someone review so we can provide comments, if 


required. 


Thanks! 
Tammy 
From: Thibodeau, MarcR (HRB-HQ) <Marc.Thibodeau2Qicbsa-asfe.ge.ca> 


Sent: Tuesday, February 5, 2019 8:15 PM 
To: Sousae, Annie; Burke, Julie; Edwards, Tammy; Racine, Isabelle; Nasrallah, MichelN; Allard, Myriam; Keir, Jennifer; 


Roy, Cynthia | 
Subject: CBSA Draft telework policy - Feb2019.docx 


Hi: 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 
your views on the document. Julie and ! would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


Edwards Tammy EE 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February 5, 2019 08:15 PM 

To: Sousae, Annie; Burke, Julie; Edwards, Tammy; Racine, Isabelle; Nasrallah, MichelN; Allard, 
Myriam; Keir, Jennifer; Roy, Cynthia 

Subject: CBSA Draft telework policy - Feb2019.docx 

Attachments: CBSA Draft telework policy - Feb2019.docx 


Hi: 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 
your views on the document. Julie and I would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


E 


From: Burke, julie 

Sent: January 28, 2019 11:54 AM 

To: Edwards, Tammy 

Subject: Draft Telework Policy 

Attachments: Telework agreement All appendixes (Jan 2019).doc; CBSA Draft telework policy - Jan 
2019.docx 


Hi Tammy, as discussed here is the draft Telework Policy as well as the Appendices for your 
review from an OSH perspective. 
thanks 


Julie | Putcke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
jJulie.Burke@cbsa-asfc.qc.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie. Burke@cbsa-asfc.g 


& Å 
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Services Agency frontaliers du Canada 
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Employee ... 


Human Resources ...... 
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I am completing the agreement for: 


| Regular (Full-time) 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


CBSA 1 ent 


The purpose of the telework agreement is to provide a written record of the telework 
arrangement between the delegated manager and the employee. The telework agreement 
describes the terms and conditions of the telework arrangement, including any security 
measures that will be taken. 

Ensure that vou review the telework agreement carefully so that you are able to agree and 
abide by the rules and guidelines contained therein. This agreement must be read in 


conjunction with the CBSA Telework Policy. 


Telework is voluntary and not an employee right. A telework arrangement can be 
terminated at any time, with reasonable notice by either party. 


Please indicate if vou are completing the agreement for a regular full-time or part-time 
telework arrangement: 


Regular (Part-time) 


Telework Telework 


If completing for regular | If completing for regular part- 
full-time telework, | time telework, complete and 
complete and attach all attach all appendices 


bo 
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Pre-Requirements for Teleworkers 


Subject to management approval and when operational requirements permit, the 
telework option is available to employees who: 


g have completed the period of formal and/or on the job training required to be fully 
functional with limited supervision; 


Z demonstrate a high degree of self-discipline and the strong work habits required to 
ensure operational requirements and effectiveness are not compromised; 


[] have demonstrated consistent performance, both qualitative and quantitative, that 
meet the performance expectations as set out in the employee's expectation 
agreements, or, based on delegated managerial discretion; 


a consistently demonstrate, with minimal supervision and direction, appropriate 
emphasis and focus on Section, Directorate and Branch goals and priorities as 
agreed and set in the employee’s expectation agreements; 


E take the necessary steps to ensure that the level of service provided to clients 
remains high and is not materially affected by the telework arrangement, and 


J proactively take the necessary steps to make and facilitate the necessar y 
arrangements with the respective delegated manager to ensure adherence with all 
the requirements below and who demonstrates the flexibility and cooperativenéss 
required by a telework agreement. 


Lad 
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sment 


Employee Self-Asses 
À successful teleworker is one who enters the telework situation with realistic 
expectations — one who has honestly evaluated what he or she can reasonably expect 
from the telework experience. The below is designed to assist you in assessing whether 
telework is right for you. 


It is important to note that telework is å choice, and not an entitlement, nor an obligation. 
All telework requests are assessed on a case-by-case basis. 


Are my tasks easily adaptable to telework? 
— Can I store, process and transmit information in a safe and secure manner? 


— Do I have measurable performance indicators to assess the productivity of 
my work? 


— Does having the work done at the telework place make sense from the 
point of view of the overall operations? 


3 Will service to the public be negatively impacted by my telework 
arrangement? 


0 How will I handle urgent requests on short notice? 


d How will communication with my co-workers be affected, and how will 
my telework arrangement affect my co-workers and their workload? 


How will I continue to maintain effective interpersonal relationships and 
build relationships with new co-workers? 


D Amlself-motivated and do I have the ability to establish priorities and 
manage my own time? 
Can I work at home with minimal disruptions? 


Will I be negatively or positively impacted by working alone on a regular 
basis? 
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TELEWORK AGREEMENT 


A. Teleworking employee: 
Name: Group / Level: 
Job Title: 
Division/District: 
Branch / Region: 
PRI: 


Responsibility Center 


B. Work Location: 
Designated Workplace: 


lelework place: 


m 


Alternate Number in case of Emergency: 
C. Hours of Work: 


Delegated manager: 
Name: 


Job Title: 


This Telework Agreement ("the Agreement") is between the Canada Border Services 
Agency (“CBSA”) represented by | 
(the employee). 


The employee and the CBSA hereby agree to the following conditions: 


1. This Agreement does not supersede relevant legislation, collective agreements, 
policies and guidelines of the CBSA and Treasury Board of Canada Secretariat, 
which govern this Agreement. 


2. The employee and the delegated manager have agreed that the employee will 


3. This Agreement will be for the period commencing _ and ending 


Uh 


à l'information 
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subject to paragraphs 28, 29, 30 and 31 of this Agreement. 


4. The employee will work at the telework place days per week on the following 
day S: Pe he a e ee wW E at t the eain ors Pace — % 


ac Ses with I his her pre- d work a To: ensure —— 
resources are available at the designated workplace in order to meet operational 
requirements, changes will be kept at a minimum and will be pre-approved by the 
delegated manager. 


Cn 


Any overtime work is to be authorized in advance and in writing by the delegated 
manager. 


6. When required by the delegated manager and with reasonable notice, the 
employee will return to the designated workplace at their own expense to work on 
urgent/operational priorities. 


7. In instances of telework, the employee will return all case files to the designated 
workplace, following termination of the telework agreement or completion of the 
work, whichever is shortest. The delegated manager must pre-approve all files 
removed from the workplace for cases of episodic telework. 


8. The delegated manager and the employee will meet regularly (frequency to be 
determined by the delegated manager) to review the work of the employee and to 
review priorities to ensure that the quality and quantity of the work carried out by 
the teleworker is sustained. 


9. During scheduled hours of work at the telework place, the employee will be 
accessible (by phone and e-mail) to clients, colleagues and management in order 
to provide the same level of service as provided at the designated workplace. 


10. Any meeting in person with clients will take place at the designated workplace or 
at the client's workplace (not the telework place). All applicable correspondence, 
(mail) will be retrieved by the employee at the designated workplace, as required. 


11. The employee will observe all applicable CBSA policies, procedures and 
guidelines. 


Telework place and material 
12. The employee declares that his or her telework place is a suitable working 
environment, conforms to municipal zoning regulations and is adequately insur ed. 


The employee will notify the delegated manager in the event of a move and if any 
of these requirements is no longer being met. 
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13. The employee is responsible for any overhead, maintenance and other incidental 
costs associated with the use of the telework place, i.c. insurance, heat, hydro, etc. 
Any office furniture is to be provided by the employee, 1.e. desk, chair, computer 
table, etc., unless otherwise specified in Appendix À or B of this. Agreement. 


14. The delegated manager will determine the CBSA material and services to be provided 
to the employ ee for work-related purposes at the telework place. The equipment and 
electronie network requirements shall be decided upon on a case-by-case basis and an 
agreement reached between the delegated manager and employee pri or to undertak 


the telework situation. The material provided is de ser) ibed in the Use of Material Off 

Government Premises Agreement and the E mpl oyee Use of Material Card, duly 

signed and appended to this Agreement (as Appendix B). The employee is 

responsible for arranging IT technical support for the installation, maintenance, repair 

and recovery of the material provided by the employer. Where equipment is not 

functioning, the employee will report to the designated workplace. Discretion may be 
exercised by the employer. 


d 


ho to repair em co med r equipment or any other materiál p provi vided. eh à 
5 edipi D THIS BE CHAN : GE D TO R aa IRE Í G ooo n OYEE TO BRING 


d e oda INK MOST USE LAPTOPS 
Mies W AYS., CO 


16. The teleworker will use only the CBSA standard secure remote access (SRA) 
workstation and the standards and rules for SRA must be followed. The teleworker 
is required to connect to the network periodically or bring the workstation into the 
office on a regular basis to ensure security patches and platform/software upgrades 
are applied. 


17. At the termination of this Agreement (unless it is renewed), the employee is to 
return to the CBSA, all material provided to him or her. 

18. The employee agrees to review and comply with CBSA policies and procedures 
regarding the personal use of material including the limited personal use of CBSA 

electronic networks (Electronic Networks Poliey Guidelines) and to take all 

reasonable care to protect and safeguard the Agency's assets and information being 


used at the telework place. 


19. The employee agrees not to hold the CBSA or any of its emplovees either 
vicariously or personally liable for any damages to the employee's personal or real 
property that occurs during, or is caused by, the employee performance of his or her 
duties at the telework place. 


ing 
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and Safety 


. The delegated manager and the employee have been provided with information on 
how to establish a healthy and safe work environment. The occupational health and 


safety (OHS) of the emplovee will not be jeopardized as a result of the telework 


arrangement. It is recommended that the manager and employee take the following 


mandatorv OHS training. 


pervisors (H3 


Occupational Health and Safety in the Workplace (H3001 
e Occupational Health and Safety for Managers and Su 
Online 
e Occupational Health and Safety for Managers and Supervisors (H3035-N) — 
In Class 


e Violence Prevention in the Workplace (H7051) Online 


1. The employee will comply with the Canada Labour Code, Part II, the National Joint 


Council - OHS Directive and all CBSA policies pertaining to OHS. 


The employee agrees to allow, with reasonable notice, a CBSA representative 
identified by the delegated manager, access to the telework place annually to ensure 
that the telework place meets all OHS requirements. TO BE REMOVED 


. The employee will immediately notify the delegated manager if the requirements 


described in paragraphs 20 and 21 are no longer being met or if the employer and or 
employee suspects it is no longer being met. 


Security 


. The employee will complete Appendix D — Telework Security Acceptable Use Policy to 


ensure that all security requirements at the telework place are complied with. 


bd 
su 


. The employee agrees to allow, with reasonable notice (if required), a CBSA 


representative identified by the dele gated manager access to the telework place to 
ensure that the telework place meets any security requirements. TO BE REMOVED?? 


The employee agrees to review and comply with CBSA security policies, standards and 


procedures and to take all reasonable care to protect sensitive government information and 


assets at the telework place against unauthorized disclosure, loss, theft, fire, destruction, 
damage or modification. 


. The emplovee will immediately notify the delegated manager of any breach of 


security involving CBSA information and/or assets. 
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Review and modification of the Agreement 


28. The delegated manager and the employee shall review the telework arrangement 
together at least once every 12 months for conformity to this Agreement and to review 
its feasibility, both in respect of CBSA operations and the Treasury Board Telework 
Policy. A review may occur more frequently, at either the employer or employee's 
request. 


29, This Agreement may be altered by mutual agreement between the delegated manager 
and the emplovee. The delegated manager may also at his or her discretion alter the 


PERENNE 


30. The Telework Agreement may be terminated by the employee in writing with 
reasonable notice to the employer to arrange for accommodation in the workplace 
(e.g. 2 weeks). The employer may terminate this telework agreement at any time and 
without advance notice to the employee. 


31. This Agreement terminates automaticallv at its end date or earlier, when: 

a)  theemployee's duties or responsibilities change, e.g. due to g 
transfer, developmental assignment, reorganization, etc.; 

b) the employee fails to fully meet job performance expectations; 

c) theemployee fails to adhere to this Telework Agreement or to CBSA 
policies, rules and procedures; 

d) there is a breach in security; or 

e) the employee’s employment with the CBSA terminates; 

f) operational requirements necessitate the employee return to the workplace. 


| promotion, 


Employee's signature Date 


Delegated Manager's signature Date 


Note: Once the Telework Agreement has been duly signed, the delegated manager appends a 
copy of the following documents to this Agreement: 
Appendix À — Statement of Estimated Costs and Savings 
Appendix B — Record of material provided: 
e Use of Material Off Government Premises Agreement and the 
© List of Material 
Appendix C — Health and Safety Inspection 
Appendix D — Telework Security Acceptable Use Policy 


The delegated manager shall keep a copy of these documents and provide a copy to the 
employee. 
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Note: 


Employees who work more than 50% of the time at home, as determined in Clause 4 of their 
signed Telework Agreement, may be able to deduct certain work-space-in-the-home expenses 
when completing their tax return. To determine if they are eligible to make a deduction, the 
employee should review the following: 


0 Clause 4 of their Telework Agreement to determine if they meet the "more than 50%" 
requirement; and 

o the conditions specified in. 
Guide T4044, Employment Expenses. 


If eligible and wish to make a deduction, teleworkers should provide Form T2200 to their 
manager, who will complete it based on the information in Clause 4 of the employee's 
Telework Agreement. 


Employees who Telework (have a signed Telework Agreement) can request that their manager 
complete Form 12200, Declaration of Conditions of Employment. When completing Form 


12200, managers must: 


review Clause 4 of the employee's Telework Agreement to determine if the "more than 50%" 
requirement is met; and 


complete all relevant areas of Form T2200. For the question "Did you require this employee 
under a contract of employment fo use a portion of his or her home for work?" (question #10, 
2007 version), answer as follows: 


pF 


yes if the "more than 50%" requirement is met; or 


no if the "more than 50%" requirement is not met. 
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Annual Review of the Telework Agreement 


| Date of annual | Is telework still  Iftelework — | Director 

reven o | feasible? . 

v |theagreement | Date - 
require — 

_ | amendments? 


| continues, does | Signature ud. I 


Employee 
Signature and | 


Date 
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ESTIMA 
ONGOING 
COSTS 


M. AL and SERVICES 
(including installation costs) 


D 


| SET-UP 


Telecommunic 
S A d Å ) 


På 


3) PREPARED BY: 
Name and Signature of Employee) 


4) Validated by: 
(Name and Signature of Delegated manager) 


——————— (GPS EHE TIR IIS ERE EET ETT 
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APPENDIX B - Use of material off government premises agreement 


Delegated manager Employee 


Destination of Material (address) and Period of Use Off Government Premises 
Address : 


From | To 


I hereby confirm that I have received the material listed herein. I understand and agree to 
the terms and conditions as outlined in the policies from which this agreement is derived 
and as stated below: 


1. The material 1s received in good condition and will be maintained and returned in the 
same state, allowing for reasonable wear and tear. The CBSA reserves the right to inspect 
the material and view its condition upon request. 


2. The loan of the material is for the period indicated herein. Extensions must be 
authorized in advance of the due date of return. 


3. Reasonable precautions to safeguard and protect the material will be afforded at the 
destination location named herein. 


4. In the event that the material is lost, stolen or damaged, the teleworking employee will 
immediately notify the delegated manager and/or the local Security Officer or 
Headquarters Security Directorate. 
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5. Upon termination of employment (or periods of extended leave) with the CBSA, or at 
the end of this telework arrangement, material will be returned to the delegated manager 
prior to the last official working day, or any date agreed to by the employer and employee 
before the last day. 


6. All software used with computer assets will be authorized and properly licensed; 
software will not be copied nor used for any other use, other than Agency purposes; and 
electronic media used with these assets will be scanned for viruses before retrieval or 
installation. Security software packages patches, updates etc., required by the CBSA, will 
be installed to protect sensitive information where necessary. 


Descriptio n Inven tory Make or Model | Serial No. 


Name and signature of Employee Date 


EE Uum e e RR A hide i i i 


Approved / Name and signature of Delegated manager Date 


Return of goods acknowledged by Management Date 
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APPENDIX C — Health and Safety Inspection 


A home office should meet the same health and safety standards as those at the regular 
workplace. This checklist is required to ensure that the Telework place is a healthy and safe 
work environment. 


Please indicate if the following requirements have been met, i.e. “yes”, “no”. 
A. HOME OFFICE Health and Safety 


Home Office Environment 


| My de sk, chair and other accessories are suitable to my needs. 


The computer furniture, shelves, cabinets and bookcases are 
sturdy and properly installed (1.e. anchored to wall where 
necessary). 


My workstation is adjusted properly. My desk, chair, computer 
| monitor and keyboard are at the appropriate heights and 
| adjustments (e.g. head and wrists are ina neutral position). 


| I am aware of how to prevent musculo-sk eletal injuries (e.g. take 

| breaks to prevent extended hours of repeated motions or of being 

| in the same body position). The *Guide to Address Ergonomics- 
Related Hazards with Computer Workstation" can be found at the 
following link: 


| bit x /www.hrsdc.g gc.ca/ 'eng/labour/publications/health safety/com 


| The lighting is properly arranged and appropriate for my work 
| (e.g. there are no reflections on, or glare from the computer 


| [have control over levels of ventilation, temperature, light and 
| sound. 


There are no tripping hazards such as frayed or wrinkled carpets or 
| obstructed halls, walkways, Stairways or entries and that any 
| guardrails are properly uer min Note: OHS PREVIOUSLY 


| RECOMMENDED THAT THE RED BE REMOVED. 


ta 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


| Shelving and file cabinets are not overloaded and heavier objects 
| are stored from A bottom up. 


———————ÓM————— PEPPER ERE ia 


p" ii Ta ane extension cords are in good condition and positioned 
| | properly. 


| 14. | Outlet covers are safe and not in seed of repair. 


| 17. | There is a smoke detector in close proximity to my work 
| station. I will regularly check to ensure it is in proper working 
| condition. 


T T Piper materials and any combustibil es are stored safely away 
from all heat sources. 


| and € emergency measures. 


| 19. | I have complied with pee S cribed standards relating to fire s aey 


E mergency Procedures 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


Any hazardous material is properly stored away to prevent 
accidental exposure. 


Any other health and safety hazards have been addressed | |_| Yes 
(please specify below). 


bo do Fs 


Comments: 


i 


+ 


28. | By signing below, I attest that all of the proceeding information 
| 18 correct to the best of my knowledge. 


| Signed by Delegated manager: — Date 


Note: Additional information on occupational health and safety may be found on Atlas at: 
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NDIX D — Telework Security Acceptable Use Polici 


APPE 


Telework Security ACCEPTABLE USE POLICY 


FOR THE PROTECTION 


OF SENSITIVE INFORMATION AND ASSETS OUTSIDE 
THE WORKPLACE — 


Employees who are required to handle (e.g.. access, process, tr "n t) designated 
"Protected" and "Protected — Particularly Sensitive" information (referred to hereafter as 
sensitive information) and assets outside of Canada Border Services Agency (CBSA) 
premises for the purpose of performing work-related activities are subject to comply with the 
established agency operational and security policies, standards and guidelines, and the 
security requirements contained in this Acceptable Use Policy (AUP). 


Working outside of CBSA premises includes official teleworking ag 
services (e.g., hotelling, working at residences, being on travel status, job specilic functions 

such as Auditors, Collectors, mobile Customs Officers) which may require access to Agency 
Information Systems when conducting official business. Teleworking/Telecommuting 
services allow for the manipulation of sensitive information either in paper form or by 
utilizing Agency Information Systems for processing, storing and transmitting sensitive 
information as if working on CBSA premises. 


As an authorized user of the Telecommuting (Teleworking) services I am responsible for: 


e Using only approved devices (ie: computer) that have been provided by the CBSA for 
accessing, processing, storing or transmitting sensitive information. 

+ Using only CBSA approved software and respecting all licensing agreements. 

. incide d sensitive infor mation Tapa CRSA Systems for the sole purpose of performing 

. Never ibas to ds C BSA security mechanisms. 

+ Ensuring persons such as friends or family members are not allowed to access CBSA 
Systems or view sensitive information. 

e Taking extra precautions when accessing, processing, storing or transmitting sensitive 
information in a public/private place to avoid shoulder surfing or eavesdropping. 

e Using caution and care to ensure information communicated via electronic mail (e-mail) 
is forwarded to the intended recipients, and that all sensitive information 1s encrypted 
under approved agency algorithms before it is transmitted (for more information, please 
refer to E lectronic Networks Policy Guidelines link provided: s 


e Ensuring changes to the configuration of the device are made by designated agency 
information technology (IT) support staff, or under the direct instruction of designated 
agency IT staff. 

Never installing, modifying or altering the configuration of hardware or software without 
authorization. 

e Ensuring the device is equipped with CBSA approved logical access controls, encryption 
and a current anti-virus product. 


'reements, telecommuting 
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ap DS CBS. A d. on nisus 

e Obtaining a unique user identification (ID) code and complying with the rules and 
regulations associated with the use of the UserID. 

e Understanding that I am accountable for all accesses and transactions made with the use 
of my UserlD. 

e Complete a Privileged User Risk Management (PURM) form if I require . Administrative 
Rights over the device (contact your local IT help desk for more information, if required). 

e Ensuring my password is in accordance with CBSA standards: 

e 6alphanumeric characters, 

e Not easily guessable, 

e Changed at least every six months or immediately if it is suspected they have been 
compromised, and 

e Never revealed or shared with anyone. 

e Understanding that CBSA systems and information resources are subject to monitoring. 

e Participating in a semi-annual security audit and inspection of the device. 

e Activating the screen-save feature with pas sword protection when I leave active 
session(s) unattended for short periods of time. _ 

e Term inating all active sessions and lo gging-off the Agency Information Systems when I 
am finished performing work-related activities or when leaving for extended periods of 
time. 

e Ensuring that I supervise all authorized maintenance and support by non-CBSA personnel 
needing access to equipment, software or to areas storing sensitive information. 

e Reporting any actual or suspected loss, unauthorized disclosure of sensitive information 
or Agency Information Systems immediately to Security and Professional Standards 
Directorate through the employee's delegated manager in accorc dance with the CBSA 

Comptrollership Manual, Security Volume; and Chapter 15 — Reporting of Security 
Incidents. 

e Maintaining regular backup of my critical and essential files, and retaining them at a 
separate location as needed. 

e Ensuring any sensitive information written to removable media, such as diskettes, hard 
disks, tapes, CDs, etc., is encrypted by the installed secured configuration. If this is not 
possible, it is to be encrypted under approved agency algorithms and stored in a lockable 
cabinet when not being used. When encryption is not possible the media is to be stored in 
approved containers secured with a padlock or combination lock. 

Ensuring physical access to sensitive information and assets are controlled at all times by: 
e Storing sensitive information, laptops and notebooks in approved briefcases or 

containers when not in use: 
+ Protecting computer systems, laptops and notebooks as I would any other valuable 
asset. 

* Ensuring sensitive information and assets in-transit are protected in accordance with the 
CBSA Comptrollership Manual, Security Volume. 

e Ensuring sensitive information and media are handled (1.e. marked, stored, destroyed, 
erased and communicated) in accordance with established agency security policies, 
standards and guidelines. 
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+  Refraining from smoking, eating, and drinking while around Agency Information 
Systems as this can lead to equipment failures, data corruption, etc. 


As a user of the Telecommuting ( Teleworking) services, I take full responsibility for my 
actions and understand that any violation of the spirit or intent of these security requirements, 
agency operational and security policies, standards, and guidelines can lead to revocation of 
this privilege, disciplinary action up to and including dismissal, and possible criminal 
prosecution. 


I understand the use of CBSA IT systems and information resources are subject to 
monitoring, and by using these IT systems and information resources to perform only 
assigned work-related activities, that I consent to such monitoring. 


(please print) (dd-mm- 


TE v) 


Ihe above-mentioned employee is hereby granted access to use the Telecommuting (Teleworking) 
services. 


DELEGATED MANAGER NAME © DELEGATED MANAGER SIGNATURE 
DATE 


(please print) (dd-mm-yy) 
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This checklist is only appropriate for information being processed/stored at a classification 
of up to and includin: 7 Protected B. | 


IT Elements 


Purpose 


The purpose of the CBSA Information Technology (IT) Security/Information Security 
Checl d is t | i S to as sess th e Inform ation Technolo gy env ir onment/ pro cedures used by 
Teleworkers. 


Facility Under Review | Contact Information 
(provide complete address of facility under (provide names, titles & phone numbers of 
review) | | individuals completing questionnaire) | 


Will the maximum level of information being processed at the 
above noted location be no greater than Protected B? 


| Does the Teleworker have a certified computer system using the 
| current Secure Remote Access Platform certified by 


| Is the telework environment only accessed by individuals with a 
| need-to-know? 


Are authorized procedures currently in place to obtain forgotten 
| or locked out passwords for both the CRA/CBSA platform and 
PKI certificates? 
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If the telework platform is connected via a dial up connection or | (| Yes [| No 
DSL, are there procedures in place to ensure platform upgrades | (if yes, please 

| (i.e. security patches, anti-virus updates, etc.) and that these are | identify) 

| adequately performed? | 


6. | Are users prevented from saving CBSA information to || I Yes | | No 
| removable storage devices, such as floppies, CD-ROM's, USB (if NO, employee 
| drives or external hard drives? | | needs to read the 
| policy on use of 

| these) 


7. | All information saved to any type of media such as paper, CD 
Disk, floppy diskette, or thumb drive must be secured in an 


approved lockable container or safe. 


| | | Yes No 


| 8. | Computers are locked out and information secured when not in 
| use or when the employee leaves their workstation. 


9. | Is the telework platform for this client setup with a standard | (if yes, please 
locked down build? | identify) 


10. | Are there support mechanisms/arrangements/procedures in place | Yes 
for the telework equipment? | 


| 11. | Is there an explicit log of files (to be kept current) which are 
| | transported between the office environment and the telework 
| environment (in case a security incident report must be 
generated)? 


ARMANI PISANI REP AUNAN inni 


mn 
bo 
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Physical Elements 


| The maximum classification of | Minimum Physical Security for Telework from a 
documentation, information or assets — | Private Residence 


| eligible for telework is Protected B. | 

| + The room where the telework is to take place 

| The delegated manager authorizing the | must have a door that can be locked. 

telework environment for an employee | + The employee must ensure that no 

| is responsible to ensure the security of | information is available to family members. 

CBSA assets and information in that « Bodamestunsided Br tewo Sener tå be 

environment. The telework environment used forany other purpose, tot to be used by 

is to first be reviewed by the delegated HER M os 

manager responsible, using this | PE COQUE NE IN. ur 

document as a guide to the security | 

| requirements. If they have concerns, © Ina home telework situation where the 

| they may elect to request à review of the employee is provided with a desktop CPU, 
Security profile of the residence or other | the puer o ae nothing E 
location where the telework 1s being | saved to the hard drive, that the unit is lo gged 

| opes | off and shut down when not in use, and that 

| records of User ID and Password are secured 

within the approved cabinet. 


+ By signing the telework agreement, the 


- 


employee must be aware of and must allow 
periodic visits by the delegated manager, or 


i 
på 
på 
på 
i 
H 
H 


security requirements. 

+ The employee is responsible for ensuring the 
secure transfer of files and information to 
their office environment for permanent 
storage on a regular basis. Files should not be 
retained at a telework location in any 
quantity. Only those active files actual in use 
should be present at a telework location. 

e The delegated manager approving the 
telework and the employee working from 
home must maintain a log of files removed | 
from the office and brought into the telework | 
environment. This log will be used to 
determine critical risk in the event of loss, 
and facilitate rebuilding or recovery of the 
lost assets. 


3 
å 
å 
å 
å 
å 
å 
å 
å 
å 
X 
: 
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Building 


| Standard 
| Private home (Describe housing and 
| facilities where 
The intent of this questionnaire is to record an accurate | telework services will 
| | picture of the telework environment. Literary description | be located. Include 
and photographs may be used to identify the security | current security 
zones and features within the telework environment and | devices) 
| surrounding area. 


| Exterior doors MUST have the following security 
| hardware: 


o Locking latch set [_] Yes No 


| o Auxiliary dead bolt | [ ] Yes [] No 


Agency provided, Security approved file cabinet. The 
cabinet must placed away from windows. 


| All windows are secured. (This securing device may bea || ] Yes [| |No | 
solid locking device approved by local security, or a drop | 
bar that fits snugly between the sliding pane and a fixed | 
window jamb.) 7 | 
CPU display screens are positioned such that it cannot be || ] Yes | ]No | 
viewed from an exterior location or by family members | 
within the home when in use. | 


Un 


| Will the location of telework services be within a | | Yes LJ No 
7 | designated area within the home? 


Is the designated area for the telework services used for | | Yes ud 
8 |any other purpose other than telework? (If yes, detail other — 
uses) —— 


———————Ó—— € ——————M—— MP OOOO AIO 
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Emergency Procedures and Business Continuity Planning 


(This section is intended in the event aliernate arrangements need to be arranged/considered) 


poo NET o ur rc 
Proper response procedures are in place for handling 
| | emergency situations. | | | Yes | INo | 


| | A full continuit y plan is in place in the event of total loss | | | 
| of the telework facility? H Yes | | No | 


| Polio T e e pr ondes es in Lo: to per Tedia lvi vind du 
alternate s te? 
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By signing below, I attest that all of the preceding information is correct to the best of my 
knowledge. 


(Signature) uu Date) 


Please provide your name, title and contact information below. 
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APPENDIX E - Information on the duty to accommodate 


The duty to accommodate (DTA) is the employer's or service provider's s obligation to take 
measures, short of undue har jaye , to eliminate disadvantages to employees, prospective 
employees or clients that result from a rule, practice or physical barrier that has or may have an 
adverse impact on individuals or groups protected under the Canadian Human Rights Act or 
identified as a designated group under the Employment Equity Act. The protected grounds are: 
race, national or ethnic origin, color, religion, age, sex, sexual orientation, marital status, family 
status, disability or conviction for an offence for which a pardon has been granted. 


The law and jurisprudence related to the duty to accommodate employees, notably for 

disabilities creates special employer obligations that go beyond the usual rules or w orkplace 
policies. Telework is sometimes provided to employees whose functional limitations require this 
as a form of accommodation. 


W wile HORA oh: isa voluntary. desire — bye an sd ee. (Sub ect to ode 


accommo sdelion å is an ne y di f ferents ditatici. in this ¢ case, Leak Or ke may ;note even "e p | 
employee's desire; most importantly, unless the telework option amounts to undue hardship. | 
management loses its discretion and must implement the telework arrangement. This is so, even | 
if it means that the usual telework principle of cost neutrality will not be met. | 


W whens managem ent cok conc s on that telework 


EN 


k should be approved to accommodate an 


. “the je R ee od a DE to be accommodated, and has the responsibility to cooperate in 
ihe accommodation process (duty of cooperation) 

. most costs associated with accommodation (equipment, transportation of equipment, 
etc.) are borne by the employer 

. the telework arrangement can be terminated only when the condition for which the 
accommodation was granted has changed or no longer exists, in a way that eliminates the 
telework requirement, or else, if another manner to properly accommodate the employee at the 
workplace is found 

. performance issues while teleworking must be managed using whatever techniques are 
required to assess the work output; discussions must be held with the teleworker to discuss the 
reasons for the issues, as per the performance management program principles (that is managers 
do not have the discretion to terminate the telework arrangement due to performance issues, 
unless continuing with the telework will constitute undue hardship for the employer) 


For all accommodation requests, including in the context of telework, managers should refer to 
the Workplace accommodation guidebook and the Treasury Board of Å Canada Secretariat (TBS) 
publication "Duty to accommodate: A general process for managers" The Labour Relations unit 
works with the Well-Being unit, which includes the Disability Management Program unit, 
collaboratively to provide advice and collaboratively manage accommodation cases. Labour 
Relations. is b itm m nately: managem ment's ET us SOT p. sia à is ing g ees any co > 
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In light of the significant difference in the rules applying to cases of DTA, a special Telework 
Arrangement form has been created to document and manage them. This form can be found on 
the ELF electronic forms system. It is important to distinguish between situations in which 
telework is itself an accommodation requirement and situations that are normal telework 
requests from employees who have separate DTA requirements (such as need for ergonomic 
equipment). The latter type of situations are to be dealt with as normal telework requests, even 


though there are DTA requirements to consider in parallel. 


Also note that the questions and answers section of these guidelines is designed to respond to 
normal telework, that is not to cases where the telework itself is an accommodation. Hence 
some of the information therein does not apply. 


Additional considerations 


It should be noted that management will typically require that the employee produce a medical 
certificate to support any request for telework made on the basis of a functional limitation. In 
addition, under the advice of Human Resources, employees can expect that in some cases 
management may need to seek further clarifications from the employee's physician, or Health 


Canada, or sometimes both. 


Accommodation is to be based on functional limitations. Management must balance this against 
operational needs and while telework may be a suggested option, depending on the case, it may 
not be the only option, as other creative options that meet the employee's limitations could be 


found. 


Also in some situations, it may be established that telework in the substantive position would 
constitute undue hardship, in which case accommodation attempts would still have to be 


pursued by considering any other viable options. 


However, once it has been established that telework (whether full-time or part-time) is an 
accommodation that the employer can grant in a particular position, it must be implemented. 


Y dtu. 4 FE 4 3 3 : |. i ro: ; : * : \ * ' Cc. 
An additional operational impact of dealing with a telework accommodation requirement for 
management may occur when the employee also requires certain ergonomic equipment, due to 
other functional limitations under DTA. In those cases, additional costs may have to be covered 


yd fe der msairee F or examp e. WASTEAS B nor uet hel oe are pr re s ii cost ac their 


ergonbemie hade or aoe will: receive n diat füerdtitre ¢ at no B expense to CHA as n items 
must be provided bv the department as per DTA legislation; these items are to be provided even 
if it means that the general telework principle of cost neutrality cannot be met. In the case of a 
full-time teleworker with a functional limitation, the cost of having that employee telework 
would roughly equal that of having the employee work in the official workplac e, as the same 
equipment would have to be provided regardless of location. However, in cases where the 
employee with a functional limitation has a part-time telework arrangement, it could mean 
additional expenses. In this respect, it should be noted that the Employment Equity Program has 
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a special accommodation fund available to managers whereby any accommodation tool(s) | 
costing over $1,000 may be covered by a central fund. Managers are encouraged to 
communicate with the Workplace Well-Being unit for this purpose when needed. | 
In a case of normal part-time telework (that is the telework itself is not an accommodation 
requirement, but rather an employee request) where the worker has special non-portable 
ergonomic equipment at the office due to functional limitations under DTA, if the teleworker 
requests that the department provides a second set of similar equipment for the home, the 
request could be considered as not meeting the cost-neutrality principle and be declined 
depending on circumstances and costs involved. 

Managers can consult with their Labour Relations Advisor as required in with DTA requests. 


à l'information 


A à l'information 
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DIX F - CBSA telework guidelines questions and answers generally 


applicable to norm al telework 


APPE 


Part A: General questions and answers 


A1. What is telework? 


Telework is an authorized working arrangement in which employees perform all or part of their 
regular work away from the official workplace: the work is usually carried out in the employee's 
home. Telework may be on a full-time, part-time or occasional basis (for example after a short- 
term illness or injury or during renovations of the designated workplace). 


A2. Why telework? 


It serves to meet the needs of a growing, diverse workforce: persons with disabilities (telework | 
is one of many options), dual-career families, single parents, etc. It also helps employees meet | 
personal needs for flexibility in work scheduling. In cities with pollution and traffic problems, it 
alleviates environmental and commuting concerns. It may also reduce accommodation costs at 


the designated workplace and parking facility requirements. Moreover, recent advances in 
technology and telecommunications equipment have made telework more feasible and 


affordable. 


No, a client's workplace is not considered a telework place. If an employee were required to 
report to a location away from their telework place or his/her designated workplace to perform 


A4. Can anyone telework? 


Experience has shown that while most teleworkers require a period of adjustment, those 
employees who are self-motivated and wish to have the flexibility that telework provides tend to 
experience few difficulties. Any employee may be eligible to telework, provided the following 


key principles are met: 


# 


telework is operationally feasible 
e there is no loss of production or performance 
+ itis voluntary 


e it does not generate extra costs (except for one-time start-up costs) that cannot be 
recouped over a reasonable period of time 


Canada Border Agence des services 
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^ 


e it has been approved by management (at least at the director level) 


« it does not change the terms and conditions of employment or the provisions of 
collective agreements 


« a description of the telework arrangement has been signed by the director and a copy has 
been given to the employee 


translators, program analysts, etc. Many jobs could lend themselves to telework. Most could not 
be performed through full-time telework, but many could be performed using part-time 


Each case must be judged individually, with the final approval resting with 


telework. 


management. 


Certain qualities might make some jobs more adaptable to telework. For example, project- 
oriented tasks such as reading proposals and reviews, making funding decisions, conducting 


re 


research, and easily quantifiable tasks such as translation are easily adaptable to telework. I 
a 


client service jobs such as dealing daily with enquiries, with “walk-in” clients or where highly 
sensitive material is handled would likely not be suitable for full-time telework, but may be 


suitable to part-time or occasional telework. 


A6. What are the potential benefits of telework? 


For the employee: 


improved motivation and productivity 
+ reduced stress 
+ increased control over work and personal life 


+ reduced commuting time 


e reduction in some costs such as: transportation, parking, food and clothing (may have an 
increase in other costs such as energy and heat) 


» freedom to work with less interruptions 


e reduced disability-related restrictions with respect to commuting or working at a 
designated workplace 
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For the manager: 
e improved motivation, productivity and employee morale 


» possible reduction in costs of office space. See B.5 and also the concept of "Workplace 


2.0" 
e retention of skilled employees 
+ possible accommodation of certain needs of employees with disabilities 
+ decline in absenteeism 


« expansion of "pool" of workers (employees with disabilities or persons who have 
difficulties commuting) 


» continued operations in case of shutdowns, emergencies, snow storms, etc. 
A7. What are some of the actual or perceived challenges of telework? 
For the employee: 


ə possible feelings of isolation, especially for full-time telework 


* special efforts are required to maintain communications and good working relations with 


colleagues, especially for full-time telework 
For the manager, challenges may include: 
+ ashift in the culture of an organization 
* an initial cost in establishing a telework arrangement 


+ aperceived loss of direct control over employees and possible adjustment to style of 
supervision 


+ special efforts to maintain team synergy 


P 


+ special efforts required to ensure communications and exchange of ideas 


Aus 


e the need to reassure employees who remain at the designated workplace that their own 
workload will not be increased when their colleagues telework and that telework 


employees continue to fulfill all of their responsibilities 
« agreater emphasis on long- and short-range planning 
e å greater emphasis on work measurement and productivity 


Finally, if there are constantly more requests for telework than can be allowed operationally, 
managers will need to ensure a rotation of telework opportunities for unit employees. 
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A8. Does an employee have a right to telework? 


No. Participation in the telework program is not a right. Participation is subject to an agreement 
jin the employee and his/her manager, based on the key principles outlined in question 
has a right to grieve the denial of a telework request. 


5. However, an employee 


A9, Can a supervisor require an employee to telework? 


0. A supervisor cannot require an employee to telework. 


A10. Can a supervisor telework? 


are met, any ped COU ald te — | å thet case pr a supervisor, i oGeditinal. or partitis me 
telework would be the more probable options to consider. 


ALL Is telework a substitute for child or elder care? 


No. Teleworking is not intended to be combined with the fuil-time care of voung children or 


elders. If extended periods of time are required for care of family members, a reduced work 
schedule should be considered. While telework does not replace child care, it reduces 
commuting time, thereby allowing more freedom to co-ordinate family activities. 


A12. What equipment is needed to telework? 


The equipment requirements will depend on the work to be done. Some employees may need 
only a pen and some paper. 


Most employees will require IT equipment, at least a computer, and some will require other 
tec hnological means to communicate with colleagues and access the information needed to do 


their jobs. It is the manager's responsibility to determine the employee's needs while teleworking 
gr ensure the necessary IT equipment Is provided to the employee. 


xe 2 E 


In the case of IT equipment that connects to the Network*999"?7. only government supplied 
equipment must be used. In all cases, Information Technology equipment must conform to the 
103) and Policy on 


following: Policy on the allocation and usage of information technology 


EUER 


In ali cases, Information Technology equipment must 


information technology security (104). 
conform to these Departmental Policies. 


For other type of equipment, such as office furniture, if the employee requests and is granted 
permission to telework, then he/she 1s responsible for the maintenance and repair of his/her own 
equipment, unless otherwise agreed to by the employer, in cases of duty to accommodate for 
example. 
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The Emplover is not responsible or liable for damages to the employee's personal or real 
property during the performance of official duties, similarly while using the Employer's 
equipment in the employee's residence in case of employee negligence 


uv 


The Emplover is not responsible or liable for damages to the employee's personal or real 
property during the course of performance of official duties or while using the Employer's 
equipment in the employee's residence in cases of employee negligence. 


A13. Where can I find information on ergonomics as it relates to Public Services and 
Procurement Canada workplaces? 


At PSPC, you can refer to our Occupational Health and Safety Directorate intranet site and the 


guidelines on Ergonomics : 


You can also find useful information on the Employment and Social Development Canada Web 


| 1 and Safety 
about e ional -— h and d TS includin g ergonomics 


; also provides information 


A14. On what basis should I discuss developing a telework agreement with my manager? 


If you believe that the arrangement would meet the basic principles outlined in these guidelines, 
arrangement must be made on a voluntary 


talk to your supervisor. Remember that a telework 
basis by the employee and approved by management. For a telework arrangement to be 
successful, both parties must feel comfortable with it. Final authority rests with the director of 
your organization. 


A15. What is the Telework Arrangement Agreement Document and do I need one? 


Completion of the Telework Arrangement Agreement Document is required to confirm approval 
and conditions of the telework arrangement for all standard (that is full-time and part-time) or 
occasional telework arrangements. The Telework Arrangement Agreement document is 
designed to ensure that the terms of a telework arrangement are mutually understood, and 
spelled out, prior to the commencement of such an arrangement. 


A copy of the form should be kept by the emplovee, a second copy must be kept by the 
manager, In addition, teleworkers (standard and occasional) and their respective supervisors 


must enter the agreement details in the relevant MyGCHR page to allow for departmental 


tracking. 


Employees are encouraged to discuss the details of the arrangement with their union 
representatives should they need any advice or have any concerns. 
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Part B: Operational questions and answers for managers 


B1. What level of management can approve a telework arrangement? 


Supervisors at any level are responsible for recommending an employee for telework and for 
outlining the terms (that is scheduling, equipment requirements, work expectations, and 
assessment criteria). Final approval must be obtained at least at the director level. 


B2. How do I know employees are working if I can't see them? 


now if 


As with employees in the workplace, whether near or at distance from you, you should k 
an employee is working if he/she meets the job requirements on time and up to expected quality, 
programs shows 


through sound performance management practices. Experience with telework 
that productivity often increases when an individual works off-site, partly because of fewer 
interruptions and distractions, and partly because of an increase in personal motivation and work 
commitment. In addition, most telework employees report a reduction in stress, which often 
leads to increased efficiency and increased job satisfaction. 


B3. How will employees who telework be reviewed? 


The PSPC Employee Performance Management Program will continue to be the process used 
for setting objectives and assessing employee performance. The main focus of performance 
assessment must be based on work input, wherever the employee may be (near of far away at 
distance from the supervisor). In fact, having teleworkers may well bring you to improve your 


general employee performance management practices. 


B4. Should a specific schedule be set for the off-site work? 


Fes. A d — of the does oyees authorized days un hours of work away from the 


B5. How do we record average days in MyGCHR? 


For occasional telework, vou must enter the average it in the "Average Days-Month" field, for 
example one day/month, or 2 days/month or three days/month, on average. 


For part-time telework (minimum one day/week on average), you must enter the average in the 
"Recurring days/week" field, for example one day/week, or 2 days/week, etc. For full-time, this 
will be five full days/week. 
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The average can also be made out of partial days (for example half a day, or a few hours at the 
beginning or start of work day). When recording telework in MyGCHR, use the average for 
partial days, for example, if there are 13 hours of telework per week every week, spread out 
through the week, you ean record it as 2 days/week (part-time telework). 


B6. Do I have to take measures to ensure a teleworker is in fact at work every day? 


As a manager/supervisor you should ensure there are reasonable measures in place to 
acknowledge any employee's (employees at the office, teleworkers, employees working at 
distance) work status on any given day, that is the employee at work?, on leave?, absent without 
notice?, etc. This goes towards basic managerial responsibilities on operational requirements, 
leave management, and as well towards ensuring the health and safety of our employees. This 


can be accomplished in various ways depending on the case, that is with some employees whose 
work involve constant communications (virtual or otherwise) with their supervisor and/or 
colleagues throughout the day from start to finish, this may not be an issue. For teleworkers 
whose work is done very independently, the supervisor can establish daily contacts as required. 


B7. What if there are persistent technological difficulties during telework? 


workplace, alternative arrangements to get work, etc.). Ideally, the teleworker would always 
have some work set aside that does not require much IT capacity for this specific kind of 


situations. 
B8. What is Workplace 2.07 


The Workplace 2.0 initiative was developed to support the Clerk of the Privy Council's 
commitment to public service renewal. Its objective is to modernize the workplace to attract, 
retain and enable public servants to work smarter, greener and healthier to better serve 
Canadians by modernizing the physical aspects of the workplace, updating policies, processes 
and systems, and providing new technologies that allow employees to connect, collaborate and 
communicate across government and with Canadians. While Workplace 2.0 makes 1t possible 
for employees to work anywhere, these Telework Guidelines only apply to work done at the 
employee's place of residence (telework- place). Note that telework is only part of the 
Workplace 2.0 initiative and employees are not required to telework to enjoy the benefits; 
however, managers and employees can consider incorporating part-time or full-time employee 
telework arrangements requests where possible. For more information, please refer to the 
Workplace 2.0 site. 
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B9. Should I give up all of the vacant office space left by employees who are teleworking? 


Organizations must plan their office space to accommodate those employees who telework part 
time (working in the designated workplace 2-three days per week) and those who telework full 
{ime and plan to return at the end of a telework arrangement. Some organizations may choose to 
use telework as a tool to leverage or support accommodation strategies aimed at maximizing 
space utilization. Such accommodation strategies can include the under allocation of space (that 
is eight workstations per 10 employees), desk sharing and/or the use of flex and unassigned 
free-address (that is hoteling) stations for part time teleworkers. Workplace 2.0 supports these 
Aanagement 


strategies by enabling employees to be mobile, yet connected and productive. } 
should discuss opportunities to leverage space efficiencies with their employees and facilities 
management to determine appropriate accommodation strategy for their office. 


B10. What about the impact on staff when some employees are teleworking? 
å * m 


Possible impact on other employees must be considered during the approval process of a 


telework arrangement. One person's off-site work should not adversely affect the performance 


of other employees or place a burden on staff remaining in the designated workplace. Research 


demonstrates, however, that when fewer employees work at the designated workplace, the 
administrative workload decreases. 


B11. Can telework be combined with part-time employment? 


Provided that the basic policy requirements are respected, telework can be combined with part- 
time or any other flexible working arrangements. 


B12. If an employee teleworks, does the telework place become the official workplace? 


if there 


No. The employee's official workplace is the place where the employee would work 


were no telework situation. 
B13. What if a manager believes the arrangement with an employee is not working out? 


Either the employee or the supervisor may end a telework arrangement, with appropriate notice, 
at any time; a 14-day notice is suggested. 


Ed 


B14. Who is responsible for transporting equipment (for example computer, modem, and 
printer) to and from the telework place? 


An agreement on the most appropriate transportation mechanism for transporting equipment to 
and from the telework place should be reached between the teleworker and the supervisor at the 
time the telework arrangement is approved; however, employees should not normally transport 


lote that with respect to the use of a portable 


large or heavy equipment without assistance. 7 
computer, transportation is the responsibility of the employee. 
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B15. What happens when the equipment requires repair? 


the responsibility of the department. The employee must notify his/her supervisor immediately 
following a malfunction of government-owned equipment. If repairs are extensive and 
replacement is impractical, the employee must be prepared, if asked, to report back to the 
official workplace until the equipment is operational. Employees will not be expected to 
transport large or heavy equipment without assistance (that is this would not apply to a laptop, a 


modem, or a kevboard for instance). 
B16. What happens if there is a strike? 


In the event of a strike, whether employees are working at the designated workplace or at a 
telework place, many issues come into play and need to be reviewed by management. Some of 
the issues include; the personal safety of employees, the protection of equipment and other 

for special interim procedures, for example, management may decide that teleworkers who are 
not on strike been asked to temporarily return to the designated workplace. Therefore should a 
strike occur management would have to assess the situation and provide employees with the 


appropriate guidance and direction. 
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Part C: Questions and answers on costs, taxes, safety, health and security 


C1. What costs are covered by the department”? 


The department will assume the costs of any required equipment or expenses such as: 


e 


work-related long distance telephone calis 

extra telephone line or portable device such as Blackberry 

computer 

computer software 

additional departmental modem and possible additional computer usage charges 
maintenance and repair charges for equipment belonging to the department 
remote technical assistance 


replacement of lost or damaged government equipment: employees are responsible to 

care for departmental government equipment in their possession, and in case of 

negligence or infraction, the department could decide, depending on the circumstances, 
tl 


to claim the recovery of replacement costs instead of assuming the cost 


C2. What costs does the teleworker assume? 


> 


provision of safe and healthy premises, including cleaning, maintenance 
provision of desk and chair 

regular phone costs 

internet service provider costs (modem rental or purchase, monthly bandwidth) 
costs for extra energy usage such as heat and light 


any additional insurance costs (the employee 1s not responsible for insuring equipment; 
however, a review of coverage with the home insurance company is necessary to ensure 
there are no effects on current coverage resulting from use of the home as an office) 


travel costs for travel between the telework location and the designated workplace 
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+ if the employee i n and is granted permission to telework using his/her own 
equipment, then he/she is responsible for the maintenance and repair unless otherwise 
agreed to by the emplover 


C3. What about SE for injuries sustained while teleworking— How will the 


depa 


overnment Empl i, Public Service employees who are 
inj jütedi in i ie nor sel course " "their duties c can fi be pitt for those injuries. This is the 
case whether the injury takes place at the employer's official workplace or at any other location 


(that is the employee's home). 
C4. How do I ensure that the telework place is safe? 


Usually, emplovees' homes provide a safe and secure environment. Employees are responsible 
for ensuring that safety requirements are met m their homes to protect themselves and any 
equipment provided by the employer. As the employer has no formal control over an employee's 
telework location, employees are asked to voluntarily provide assurance to the manager that the 


telework location is safe and healthy. Through the telework arrangement, the employee 
recognizes that the emplover is only responsible før the telework 


hence any accident or professional illness arising from telework would only be considered 


tasks. not for the whole home, 


work-related if arising from the tasks. 


C5. Does an employee who uses a portion of his/her home as an office qualify for any 
federal income tax deductions? 


Depending upon the situation, and provided certain conditions are met, teleworkers may be able 
to deduct certain expenses from their employment income for income tax purposes. Due to the 
complexity of the /ncome Tax Act and the fact that each telework situation is unique, employees 


should contact the Canada Revenue Agency (CRA) for further advice. 


C6. To determine whether an employee is entitled to a deduction under the Income Tax 
Act, the Canada Revenue Agency requires that the employee file a Canada Revenue 
Agency form with his/her income tax returns (currently the name of the form is 12200 
"Declaration of Conditions of Employment"). Should managers sign this form when asked 
by employees? 


Managers who are asked by formally approved teleworkers to complete and sign this declaration 


he 


are advised to do so. This form does not ask managers to certify whether an employee meets t 
criteria established by the /ncome Tax Act. Rather, in signing, managers would merely certify 


that teleworkers are required to provide work spaces in their homes and are required to pay for 


certain additional costs involved in providing this space. 
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Given the high risk involved, telework should not involve access to information that is 
designated as extremely sensitive or classified as top secret. According to Policy on 
Government Security, certain tvpes of information classified in the national interest should 
never be removed from the workplace. 


Even unclassified material (either Protected A, B, or C), however, should be handled with care 


FA 


as the accumulated information may be sensitive for the organization. Because of this, it is 
imperative that teleworkers consider the nature of the information with which they are working 
and take care to ensure that it is not left unattended or exposed to unauthorized scrutiny, both at 
the telework place and during transport. Teleworkers must be aware of all access to information 
and privacy-related legislation which would apply to the information with which they will be 


working, and ensure they follow their supervisor/manager's direction on this issue. Employees 


C8. Are there any municipal or provincial requirements for teleworking? 


Employees are responsible for informing themselves of any municipal or provincial restrictions 
which could have an impact on their telework situation, for example requirement for smoke 
detectors in the telework place. 


C9 If a work-related accident takes place in Ontario at the home of a teleworker whose 
substantive position is in Quebec or vice versa, which compensation board is responsible? 


The compensation board responsible for a telework-related accident is the board in the province 
where the designated workplace, not the telework place, 1s located. 


C10. Regarding teleworkers who rarely visit the province where the designated workplace 
is located, to which province are their taxes paid? 


Income tax is paid where the designated workplace, not the telework place, 1s located. 


C11. What about holidays (Saint-Jean Baptiste Day in Quebec and the Civic Holiday in 
Ontario)? 


Holidays are based on the province where the designated workplace is located. 


Cc: 
Subject: 


Attachments: 


Thibodeau, MarcR (HRB-HQ) 

February 3, 2019 09:10 AM 

Burke, Julie 

Allard, Myriam 

CBSA Draft telework policy - Jan 2019 (002).docx 
CBSA Draft telework policy - Jan 2019 (002).docx 


More work to do. We need a final copy of the policy and ppt by end of week. 


Leblanc, Suzanne 


From: Edwards, Tammy 

Sent: February 6, 2019 08:40 AM 

To: Thibodeau, MarcR (HRB-HQ); Sousae, Annie; Burke, Julie; Racine, Isabelle; Nasrallah, 
MichelN; Allard, Myriam; Keir, Jennifer; Roy, Cynthia 

Subject: RE: CBSA Draft telework policy - Feb2019.docx 

Attachments: CBSA Draft telework policy - Feb2019 TE.docx 


Attached is my feedback so far (may have a bit more today as my OHS team reviews). I offer my services to review the 
final draft to verify grammar and spelling ©. 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February 5, 2019 8:15 PM 

To: Sousae, Annie <Annie Sousae@cbsa-asfc.gc.ca>; Burke, Julie <Julie.Burke Øcbsa-asfc.gc.ca>; Edwards, Tammy 
<Tammy.Edwards@cbsa-asfc.gc.ca>; Racine, Isabelle <isabelle.Racine@cbsa-asfc.gc.ca>; Nasrallah, MichelN 
«MichelN.Nasrallah 8 cbsa-asfc.gc.ca»; Allard, Myriam <Myriam.Ailard@cbsa-asfc.gc.ca>; Keir, Jennifer 
<Jennifer.Keir@cbsa-asfc.gc.ca>; Roy, Cynthia «Cynthia.Roy 9 cbsa-asfc.gc.ca» 

Subject: CBSA Draft telework policy - Feb2019.docx 


Hi: 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 


your views on the document. Julie and I would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


Lebla 


From: Burke, julie 

Sent: February 3, 2019 09:16 AM 

To: Thibodeau, MarcR (HRB-HQ) 

Cc: Allard, Myriam 

Subject: RE: CBSA Draft telework policy - Jan 2019 (002).docx 


Ok. 


Will look at your changes/comments and continue working on it 


Julie Burke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Julie.Burketücbsa-asfc.gc.ca / Tél. : 613-948-9840 Fax : 613-948-9838 / ATS : 866-335-3237 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February 3, 2019 9:10 AM 

To: Burke, Julie <Julie. Burke @cbsa-asfc.gc.ca> 

Cc: Allard, Myriam <Myriam.Allard@cbsa-asfc.gc.ca> 
Subject: CBSA Draft telework policy - Jan 2019 (002).docx 


More work to do. We need a final copy of the policy and ppt by end of week. 


Leblanc, Suzanne 


From: Burke, julie 

Sent: February 7, 2019 11:32 AM 

To: Thibodeau, MarcR (HRB-HQ); Allard, Myriam 

Cc: Keir, Jennifer 

Subject: Telework 

Attachments: DRAFT - Telework at the CBSA (002).pptx; Telework Policy.docx 


As requested 
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Executive Committee Human I 
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Workplace Management, Wellness and 
Compensation Directorate 


February 14, 2019 


* To seek approval of the CBSA Telework Policy 


* To articulate the implementation strategy and associated 
considerations 


Outline next steps 


PROTECTION - SERVICE + INTEGRITY 
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calleeti ive agre pen ment 

The CIU representative assigned to the file abandoned the 
consultation. The Telework review was concluded and thé telework 
was not reinstated. 


ocope of Policy 


[elework is a formal written work arrangement where an employee 
carries out some or all of his or her duties at location other than the 
designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. 


orga aniza 
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een their Irpiefastiona obligations and 
[t Ig to contribute > tO the attainment of 


tion. including: 

Hig ishar levels of productivity and reduced absenteeism; 

Enhanced performance through Improved work motivation and a more satisfying work | 
environment; 

A competitive edge for attracting and retaining highly-skilled public servants; and 

Increased employee satisfaction and work/life balance resulting from greater flexibility in the 
workplace. 


. r — to seva miri oo nanagers shall 
k arr | f — TALON: 
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oss 


e overall impact of the svoe agree — on the work unit (e.g. work processes, 
distributi ion e the workload and employee morale, etc.); 


— the overall quality and quantity of work carried out in the designated workplace can be 


"Main 


sustained by the Path in the telework T 


costs for the ene 
— there are no performance or conduct issues 


+ Should one or more of the conditions of a telework agreement not be met, the manager 
has full and complete discretion to refuse a telework request or revoke a previously- 


approved request. 
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tion Considerations 


Implementa 


Not all CBSA employees have the proper equipment 
laptops etc.) to telework. 


ABW facilities (April 1, 2019 for ATL RDGO) E The ATL regional office is moving to an Activity Based 
Workplace (ABW) effective April 1, 2019 and will require 


managers understands the Policy and applies it 
generously | 


Approve the Telework Policy with an effective date of 
April 1, 2019, with a phased implementation. 


Implement Communication strategy 
Finalize guidelines to support management anc 
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Workplace Management, W 
Compensation Directorate 


To seek approval of the CBSA Alternate Working 
Arrangements -Telework Policy 

To articulate the implementation strategy and associated 
considerations 


ext steps 


Background 


The purent TBS policy was kanne in 1999 


tr 2000 I to addr ress ene peel, The Dr ract dc ze Was 
bb eliminated once the challenges were addressed | 

A MOU to review the suitability and —— for me Trade 
and Compliance Divis sion was included in the xp. 2011 
collective agreement 

The CIU representative assigned to the file abandoned the 
consultation. The Telework review was concluded and the telework 
was not reinstated. 
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work at a loce 


Telework is a formal written work arrangement where an employee 
carries out some or all of his or her duties at location other than the 


designated workplace on a consistent, periodic basis (e.g. one day a 

week), as specified in a Telework Agreement. 

It does not include punctual e events where an employee 
tion other that the desianated wo rkplace. - 

Examp 


oles of work that can potentially be performed: 


Overview 


Tesework Is a flexible Work ner aide which offers an opportunity 


Where it is operationally feasible to do so, telework enables 
employees i to work at an alternative location, thereby achieving a 
better ba lance between their professional obligations and personal 
— while continuing to contribute to the attainment of 
a tional — TOW rk can result in benefits to the 


-— Enhanced OaE through nn work metivatior and a more satisfying work 
environment; 
— Acompetitive edge for attracting and retaining highly-skilled public servants, and 


— increased employee satisfaction and work/life balance resulting from greater flexibility in the 
workplace. 


PROTECTION - SERVICE - INTEGRITY 


* Prior to approving requests from employees to telework, delegated managers shall 


it is operationally feasible for the employee to perform his or her work at the telework 
place; 

It respects the CBSA's security requirements; 

the overall impact of the telework agreement on the work unit (e.g. work processes, 
distribution of the workload and employee morale, etc.); 

the overall quality and quantity of work carried out in the designated workplace can be 


sustained by the employee in the telework place; 
the work being performed is measurable; 


costs for the employer; 
there are no performance or conduct issues 


* Should one or more of the conditions of a telework agreement not be met, the manager 
has full and complete discretion to refuse a telework request or revoke a previously- 
approved request. 


— PROTECTION «SERVICE + INTEGRITY 
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Not all CBSA employees have the proper equipment  . Partnership with ISTB to develop IT acquisition and roll out 
(laptops etc.) to telework. As such, there may be a potential plan. — 
impact of increased demand on IT who will not be able to LR 


address all demands at once. 


The ATL regional office is moving to an Activity Based 
Workplace (ABW) effective April 1, 2019 and will require 


guidance on alternate work arrangements. 


ABW facilities (April 1, 2019 for ATL Regional Office) 


Readiness Assessment Complete the readiness assessment in partnership with IT 
and Security. 


Approve the 1 
= 1, 2019. with a phased ipse tation. 
plement taammunication. strateg! 


Inc crease awareness of the e Po licy 
complete readiness assessment 
Develop IT acquisition and roll-out plans 


... PROTECTION + SERVICE - INTEGRITY — — 
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Po licy Statement 


It is the policy of the Canada Border Services Agency (CBSA) to support employee's request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


Effective Date 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


Preamble 
Canada Border Services Agency (CBSA) is committed to fostering workplace well-being as well as 


embracing non-traditional employment arrangements that reflect evolution of technology, changing 
workp! : 


lace culture, and growing public awareness of environmental and social impacts of travel 
commute. Telework is a flexible work arrangement that can be used at management's discretion towards 
the above, where operationally feasible and aligned with organizational priorities. 


Telework can benefit both the organization and employees on various levels such as: 


1. attracting and retaining highly skilled individuals; 


2. providing 


To allow employee to work at alternate locations in a manner that meets organizational objectives and is 
cost effective. 


Definitions 


Delegated Manager -a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would norm ally be assigned to work if there 
were no telework arrangement. 


Telework - a formal written work arrangement where an employee carries out some or all of his or her 
duties at location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. | 
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Policy Requirements 

Participation in a telework arrangement is voluntary, no employee shall be required to telework. 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


e The approval of a Telework arrangement shall be made on a case-by-case basis. 

e The parameters of a telework arrangement must be recorded using the telework request form. 

e The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 

e A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 

e The Telework Agreement will be reviewed at a minimum, every six months. 

+ The Telework Agreement will automatically be reviewed: 

o ifthe work objectives and priorities are not being met; 

o inconjunction with the performance management cycle; 

o upon request by the employee or the delegated manager; 

o inanurgent situation, at the request of the delegated manager. 

+ The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (i.e. caring for an ill family member, caring for children during Professional 
Development days). 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions continue to be met: 


» the nature of the work to be performed is suitable for telework; 

e the work to be performed does not require the printing of documents; 

+ the employee can always be reached by phone during the working hours as outline in the 
telework agreement; 

e the employee can be equipped with a single device (one-device policy) for the work performed at 

- the designated and telework place; 

»s The equipment required is available; 

e the results of the work performed in telework can be objectively measured; 

« the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

e service delivery to clients is not ne gatively impacted; 

+ the approval of telework should be cost effective; 

+ the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 

e all relevant legislation including the Canada Labour Code Part IT and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct axe respected; | 

e the custodial arrangements for management of information at the Telework site meets security 


l'information. 
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+ security or protection of the information or other CBSA assets is not compromised at the 
telework workplace; 

e there are no performance or conduct issues; 

e other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 
A Telework Agreement can be ended by either party with four weeks' notice. Where management is 


ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


Roles and responsibilities 


The Delegated manager (supervisor) and teleworking employee are responsible for fulfilling their 
respective Telework Policy and Telework Agreement obligations. 


Delegated Manager 


e Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework; | 

« Ensure that the conditions described in the Policy requirements section are met before approving 
any ptoposed Telework Agreement and maintained throughout the duration of the arrangement. 

+ Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 

+ Determine the equipment and supplies required to carry out the work assigned 

» Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Employee 

e Review, understand and comply with this policy. 

e Adberes to all relevant legislation including the Canada Labour Code Part H and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

e Ensure that his or her Telework place: 

o isasuitable working environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; 

o conforms to municipal zoning regulations; and 

o meets the health and safety requirements of the Canada Labour Code, Part IT and its 
Regulations. 
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e While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part H 
and its Regulations; 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 
+ Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 
* Is responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


Director General, Labour Relations and Compensation 

e Provide advice and guidance on the application of the Policy; 

e Provide reports on telework agreements in place and compliance with the policy; 
s Review and update the Policy from time to time 


Monitoring and Reportin 
Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


Main References 


e Canada Labour Code 


© Conflict of Interest and Post Employment 

« Information Security Policy 

» Policy on the Use of Electronic Resources 

» Policy on Information Technology (IT) Security 
Federal Public Service Labour Relations Act 

« Relevant collective agreements 

+ Security Policy 

+ Appropriate Use of Electronic Networks 


Enquiries 


Enquiries regarding this Policy should be forwarded to Labour Relations. 


From: Allard, Myriam 

Sent: February 13, 2019 10:42 AM 

To: Shivii-Prasad, Shahina; Saindon, Hubert 

Cc: Keir, Jennifer, Roy, Cynthia; Thibodeau, MarcR (HRB-HQ); Burke, Julie 

Subject: ECHR - Telework 

Attachments: Telework Policy.pdf; FR Telework Policy.pdf; Telework at the CBSA.pdf; FR - Telework at 
the CBSA.pdf 


Good morning, | 
Please find enclosed the final documents in both official languages in light of tomorrow's meeting. 
Let me know if you have any questions. 


Myriam 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Agence des services Canada Border 
frontaliers du Canada Services Agency 


Direction des relations de travail et de la HES d 
rémunération 


Le 14 février 2019 m 


t 


Obje 


* Faire approuver la Politique de l'Agence des services 
fronta liers du Canada sur le régime de trava il flexible 


e 


— PROTECTION » SERVICE » INTEGRITE 


Contexte 


La — actuele du Secrétariat du Conseil du Trésor (SCT) a 


de la à région du wear Toronto ¢ au début de 2000 pour 
ndre. cultés liées à l'infrastructure. La pratique a été par 
la suite óté é “élin | die weg 
L'Agence n'a actuelle 

jui concerne | > le e étravai | 


.. PROTECTION + SERVICE + INTEGRITE 


ie de la politique 


" Le isetraval est u un mamen de travail — convenu daas ecrit dans 
le c ad rm 


€ ^ pérodiqu Je [X ex. une » journée par semaine), com 


* Postes des services internes * Opérations de première ligne (tous 

* Travail sur les programmes les modes) 

* Conformité commerciale * Soutien à la clientèle sur place 
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Apercu de la politique 


Le télétravail est un régime de travail flexible qui permet de repenser 
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Péri 


son travail 


est compatible avec le télétravail en vérifiant les critères suivants : 
la possibilité pour l'employé, sur le plan opérationnel, d'effectuer son travail a 


télétravail choisi; 
le respect des exigences en matiere de sécur 
du Canada (ASFC): 


l'incidence générale de l'entente de télétravail sur l'unité de travail (p. ex. les 


iu lieu de 


x 


services frontaliers 


a 


té de l'Agence des : 


b ail désigné, que ce soit sur le 
la qualité ou de la quantité, pourra se maintenir sur le lieu de télétravail; 

le travail effectué est mesurable; 

les objectifs de travail et les attentes 


il n'y a aucun probléme de rendement ou de comportement. 


SI un ou plusieurs de ces critères pour l'établissement d'un régime de télétravail ne sont 


pas satisfaits, le gestionnaire peut à sa pleine et entiére discrétion refuser une d 
telét 


amande de 


Certains types de travail ne se prêtent pas au télétravail. 


Certains employés de l'ASFC ne disposent pas de l'équipement 
approprié (ordinateurs portatifs, p. ex.) pour le télétravail. Par 
conséquent, cela pourrait accroître la demande auprès des 
services de technologies de l'information (TD), qui ne seraient pas 


immédiatement. 


Disponibilité du soutien à la clientéle 
Installations de milieu de travail axé sur les activités 


(1*' avril 2019 pour le bureau de la région de l'Atlantique) 


Sensibilisation pour les gestionnaires et les employés 


Évaluation de l'état de préparation 
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La direction doit parvenir à cette conciusion de facon juste et 
transparente. 

Des lignes directrices et des questions et réponses doivent étre 
élaborées pour aider la direction à prendre des décisions à cet 
effet. | 


Partenariat avec la Direction générale de l'information, des 
sciences et de la technologie pour l'élaboration d'un plan 
d'acquisition et de mise en œuvre des TI. 


Nous devons nous assurer que les mesures de sécurité des TI 
appropriées sont en vigueur pour appuyer la demande accrue de 
télétravail. 


+ 


Le bureau de la région de l'Atlantique devient un milieu de travail 
axé sur les activités à compter du 1° avril 2019 et aura besoin 
d'orientation relativement aux régimes de travail flexibles. 


Afin de répondre à l'image négative du télétravail, organiser des 
séances de sensibilisation pour s'assurer que les gestionnaires 
délégataires comprennent la politique et ses avantages. 


Effectuer une évaluation de l'état de préparation avec les Tl et la 
Sécurité. 
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Services Agency frontaliers du Canada 


Purpose 


* To seek approval of the CBSA Alternate Working 


* To articulate the implementation strategy consid 


next steps. 
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Scope of Policy 

Telework is a formal written work arrangement where an employee 
carries out some or all of his or her duties at location other than the 
designated workplace on a consistent, periodic basis (e.g. one day a 
eek), as specified in a Telework Agreement. 

It does not include punctual events where € in employee performs 
work at a location other that the c sig at «pla 
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* Telework is a flexible work arrangement which offers an opportunity 
to rethink aun reshape how work is performed. 
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Requirements 


Prior to approving requests from employees to telework, delegated managers shall 
determine if a telework arrangement is feasible by considering the following factors: 


it is operationally feasible for the employee to perform his or her work at the telework 
place; 

It respects the CBSA's security requirements; 

the overall impact of the telework agreement on the work unit (e.g. work processes, 
distribution of the workload and employee morale, etc.); 

the overall quality and quantity of work carried out in the designated workplace can be 
sustained by the employee in the telework place; 

the work being performed is measurable; 

the work objectives and the expe 
the in 
costs for the employer; 


there are no performance or conduct issues 


Should one or more of the conditions of a telework agreement not be met, the manager 


approved request. 
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* Not all CBSA employees have the proper equipment | * Partnership with ISTB to develop IT acquisition and roll 
(laptops etc.) to telework. out plan. | 


IT who will not be able to address all demands at once. 


* ABW facilities (April 1, 2019 for ATL Regional Office) * The ATL regional office is moving to an Activity Based 
Workplace (ABW) effective April 1, 2019 and will require 
guidance on alternate work arrangements. 


* Readiness Assessment * Complete the readiness assessment in partnership with 
IT and Security. 
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La présente politique de l'Agence des services frontaliers du Canada (ASFC) vise à appuyer les demandes 
de télétravail des employés, sous réserve de certaines conditions, lorsqu'il est possible d'accomplir la 
nature du travail sur le plan opérationnel et qu'il est rentable. 


Date d'entrée en vigueur 


La politique entre en vigueur le 1*' avril 2019 et elle doit étre exécutée lorsque les critéres de réussite sont 
en vigueur. 


Préambule 


L'ASFC s'est engagée à mettre en valeur le bien-être en milieu de travail ainsi qu'à faire place aux régimes 
de travail non conventionnels qui tiennent compte des progres technologiques, de l'évolution de la culture 

du milieu de travail ainsi que de la sensibilisation croissante de la population à l'égard des répercussions 
environnementales et sociales des déplacements entre la maison et le travail. Le télétravail est un régime 
de travail flexible pouvant être utilisé par la direction, à sa discrétion, en fonction de ce qui précède. Cette 
option doit être réalisable sur le plan opérationnel et contribuer à l'atteinte des objectifs de l'organisation. 


Le télétravail peut étre avantageux tant pour l'organisation que pour les employés, notamment : 
|. La capacité d'attirer et de maintenir en poste des employés hautement qualifiés: 


2. Offrir diverses options pour équilibrer la vie professionnelle et la vie personnelle. 


Objectif 


Permettre aux employés de trav ailler à un autre endroit que le le lieu de travail désigné, tout en continuant 
de contribuer à l'atteinte des objectifs organisationnels et à la rentabilité de l'ASFC. 


Définitions 


Gestionnaire délégataire — gestionnaire de l'ASFC de niveau 3. 


Lieu de travail désigné — emplacement où l'employé devrait normalement travailler en l'absence d'une 
entente de télétravail. 


Télétravail — régime de travail officiel convenu par écrit dans le cadre duquel un employé remplit une 
partie ou l'ensemble de ses fonctions ailleurs qu'au lieu de travail désigné, et ce, de facon uniforme et 
périodique (p. ex. une journée par semaine), tel que précisé dans une entente de télétravail. Cela ne 


comprend pas des événements ponctuels où un employé travaille à un endroit autre que le le lieu ^s travail 
désigné. 


Exigences de la politique 


La participation au régime est facultative, c'est-à-dire qu'aucun membre du personnel ne peut être tenu 
de télétravailler. De même, le télétravail est un privilège et non un droit, et chaque cas sera traité 
séparément. Les critères de réussite devant être respectés avant la mise en œuvre d'une entente i de 
télétravail sont les suivants : 


+ 


% 


% 


L ee des demandes à de participation au télétravail d'une entente de télétravail sera traité 


si)divayail. 
Une entente de télétravail doit être remplie et signée par | —— et par le gestionnaire 
délégataire avant le début de l'entente de télétravail; 
Une copie de l'entente de télétravail doit être fournie à la Direction des relations de travail et de la 
rémunération; 
L'entente de télétravail doit être révisée à tous les six mois; 
L'entente de télétravail sera automatiquement révisée : 
Si les priorités et les objectifs de travail ne sont pas respectés; 
Conjointement avec le cycle de gestion du rendement; 
À la demande de l'employé ou du gestionnaire délégataire; 

o En cas d'urgence, à la demande du gestionnaire délégataire. 
Les parties conviennent que les situations ponctuelles de télétravail ne sont pas visées par la 
présente Politique. De plus, le télétravail au titre de ladite politique ne doit pas servir à faciliter des 
obligations à temps plein en matiére de soins familiaux (p. ex. s'occuper d'un membre de la famille 
malade; s'occuper d'enfants durant des journées de perfectionnement professionnel). 


= 


OG. © 


Avant l'approbation, et durant toute la durée de l'entente de télétravail, le gestionnaire délégataire doit 
veiller au respect et au maintien des conditions suivantes : 


& 


& 


& 


$ 


La nature du travail à effectuer doit convenir au télétravail; 

Le travail à effectuer ne requiert pas l'impression de documents; 

Il est toujours possible de joindre l'employé par téléphone durant les heures de travail, 
conformément à l'entente de télétravail; 

Un seul appareil (politique d'un appareil) peut étre fourni à l'employé pour le travail à effectuer 
au lieu de travail désigné et de télétravail; 

L'équipement requis doit étre disponible; 

Les performances du travail effectué par télétravail peuvent être mesurées objectivement; 


La qualité et la quantité globales du travail effectué au lieu de télétravail doivent être soutenues et 


répondre pleinement aux attentes en matière de rendement; 

Le télétravail ne doit avoir aucune incidence défavorable quant à la prestation des services au 
public; à la clientèle; 

L'approbation du télétravail doit être rentable; 

Le matériel utilisé pour le télétravail doit être conforme aux politiques pertinentes de PASFC; 
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e Toutes les lois pertinentes, y compris la Partie I du Code canadien du travail et ses règlements 


connexes, les politiques, les lignes directrices, les modalités d'emploi, les conventions collectives 
et le Code de conduite sont respectés; 

e Les modalités de responsabilité concernant la gestion de l'information au lieu de télétravail 
répondent aux exigences en matière de sécurité; 

+ La sécurité ou la protection de l'information et d'autres actifs de l'ASFC ne sont pas compromises 
par le lieu de télétravail; 

e I[n'y à aucun probleme de rendement ou de comportement; 

« Il y a d’autres problèmes relativement au Code de conduite qui ne sont peut-être pas liés au 
télétravail, mais qui exigent le retour de l'employé au lieu de travail désigné. 


Un manquement à ces exigences peut entraîner l'annulation de l'entente de télétravail. 
L'une ou l'autre des parties peut mettre fin à une entente de télétravail en fournissant un préavis de quatre 


semaines. Lorsque la direction met fin à l'entente, le gestionnaire délégataire doit fournir par écrit à 
l'employé concerné les motifs de la fin à l'entente. 


L'ASFC doit fournir à l'employé le matériel et les fournitures jugés nécessaires pour l'exécution des 
tâches attribuées. 


Róles et responsabilités 


Le gestionnaire délégataire (superviseur) et l'employé en télétravail sont responsables de respecter leurs 


obligations respectives découlant de la Politique sur le télétravail et de l'entente connexe. 
Gestionnaire délégataire 


+ Consulter, au besoin, les Relations de travail en cas de question sur les droits et obligations d'un 
employé en télétravail; 

«+ S'assurer que l'employé satisfait aux conditions décrites dans la section des exigences de la 
Politique avant d'approuver une entente de télétravail, et que ces conditions sont respectées tout 
au long de l'entente; 


+ S'assurer que l'employé a pris connaissance de ses obligations quant à la Partie II du Code 


Canadien du travail et vérifier les conditions de travail de l'employé, afin d'identifier les 
préoccupations quant aux normes de santé et de sécurité; 

+ S'assurer que les formulaires de demande de télétravail sont envoyés à la Direction des relations 
de travail et de la rémunération. En cas de refus, le gestionnaire délégataire consignera ses motifs 
par écrit, à l'employé; 

+ Déterminer le matériel et les fournitures nécessaires pour exécuter les tâches attribuées; | 

» Prendre les mesures nécessaires en vue de l'installation, de l'entretien, de la réparation et de la 
récupération du matériel fourni (à la fin de l’entente de télétravail). 
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Employé 


e Examiner et comprendre la présente politique, et s'y conformer; 
e Respecter toutes les lois pertinentes, telles que la Partie II du Code canadien du travail et ses 


réglements connexes, les politiques, les lignes directrices, les modalités d'emploi, les conventions 


collectives et le Code de conduile; 
e S’assurer que son lieu de télétravail : 


o Est un lieu de travail convenable, de sorte que l'employé pourra se conformer à la présente 


politique et à son entente de télétravail; 
o Estconforme aux réglements municipaux de zonage; 
o Satisfait aux exigences en matière de santé et de sécurité énoncées dans la partie IT du Code 
canadien du travail et ses réglements d'application. 
e Lors du télétravail, l'employé doit : 
o Satisfaire aux exigences en matière de santé et de sécurité énoncées dans la partie II du 
Code canadien du travail et ses règlements d'application; 


o Protéger tout renseignement de nature délicate ainsi que les actifs de l'ASFC et satisfaire 


à toutes les exigences de sécurité, conformément à la politique pertinente; 
i o Payer les frais afférents liés au télétravail (p.ex. assurance, chauffage, eau, services 
Internet, etc.). 
e Informer immédiatement le gestionnaire (superviseur) de toute exigence qui n'est plus satisfaite 
ou s'il soupçonne que cette exigence n'est plus satisfaite: 
+ Payer les frais afférents liés au mobilier de bureau (p. ex. bureau, chaise, table d'ordinateur, etc.) 
du Heu de télétravail. 


Directeur général, Relations de travail et rémunération 
e Fournir des conseils et de l'orientation sur la facon d'appliquer la présente politique; 
+ Fournir des rapports sur les ententes de télétravail en vigueur conformément à la présente politique; 
« Évaluer et mettre à jour la présente politique à intervalles réguliers. 


Surveillance et rapports 


Les Relations de travail superviseront l'efficacité de la politique en évaluant l'utilisation qui est en est 
faite et la conformité avec les exigences de la politique. 


Principaux ouvrages de référence 


« Code canadien du travail 

« Code de conduite 

^». Conflit d'intérêts et aprés-mandat 

+ Politique sur la sécurité de l'information 

e Politique sur l'utilisation des ressources électroniques 

e Politique sur la sécurité des technologies de l'information (TD) 
e Loi sur les relations de travail dans le secteur public fédéral 
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« Conventions collectives pertinentes 
e Politique sur la sécurité 
« Utilisation appropriée des réseaux électroniques 


de renseignements 


Veuillez faire parvenir toute demande de renseignements sur cette politique aux Relations de travail. 
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Policy Statement 


It is the policy of the Canada Border Services Agency (CBSA) to support employees” request for 
Telework arrangement when it 1s operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


Effective Date 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


Preamble 


CBSA is committed to fostering workplace weil-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its employees on various levels such as: 
l. attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance; 


Objectives 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Definitions 


Delegated ^ 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework — a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 


Policy Requirements 

Participation in a telework arrangement is voluntary; no employee shall be required to telew ork. 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


+ The approval of a Telework arrangement shall be made on a case-by-case basis. 

+ The parameters of a telework arrangement must be recorded using the telework request form. 

e The Telework Agreement must be completed and signed by the KE O and the delegated 
manager before the Telework arrangement begins. 

« A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 

+ The Telework Agreement will be reviewed at a minimum, every six months. 

. The Telework Agreement will automatically be reviewed: 

o ifthe work objectives and priorities are not being met; 

o inconjunction with the performance management cycle; 

o upon request by the employee or the delegated manager; 

o inan urgent situation, at the request of the delegated manager. 

e ‘The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (i.e. caring for an ill family member, caring for children during Professional 
Development days). 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


+ the nature of the work to be performed is suitable for telework; 

e the work to be performed does not require the printing of documents; 

e the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; 

e the employee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place; 

e the equipment required is available: 

e the results of the work performed in telework can be objectively measured: 

e the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

e service delivery to clients is not negatively impacted; 

e the approval of telework should be cost eff ective; 


+ the equipment used for the teleworking arrangement complies with the relevant C BSA policies; 

e all relevant legislation including the Canada Labour Code Part II and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected; | 

e the custodial arrangements for management of information at the Telework site meets security 
requirements: 
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+ security or protection of the information or other CBSA assets is not compromised at the 
telework workplace; 

« there are no performance or conduct issues; 

+ other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks' notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


Roles and responsibilities 


The Delegated manager (supervisor) and teleworking employee are responsible for fulfilling their 
respective Telework Policy and Telework Agreement obligations. 


Delegated Manager 


+ Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework; 

e Ensure that the conditions described in the Policy requirements section are met before approving 
any proposed Telework Agreement and maintained throughout the duration of the arrangement. 

+ Ensure that the employee is aware of their obligations pursuant to the Canada Labour Code 
Part IT and review the working conditions with the employee to identify health and safety 
concerns. | | 

« Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 

« Determine the equipment and supplies required to carry out the work assigned 

e Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Employee | 

+ Review, understand and comply with this policy. 

e Adhere to all relevant legislation including the Canada Labour Code Part IT and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. | | 

« Ensure that his or her Telework place: 

o isasuitable working environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; | 
o conforms to municipal zoning regulations; and 


CBSA - Released under the Access to Information Act 
ASFC : Divulgation en vertu de la loi sur l'Accès à l'informati. 


o meets the health and safety requirements of the Canada Labour Code, Part H and its 
Regulations. 


e While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part II 
and its Regulations; 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 
+ Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects Is no longer being met. 
¢ [s responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 


Telework place. 


Director General, Labour Relations and Compensation 


« Provide advice and guidance on the application of the Policy; 


Monitoring 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


teferences 


Main I 


«C. Canada Labour Code 

e Code of Conduct 

+ Conflict of Interest and Post Employment 

« Information Security Policy 

» Policy on the Use of Electronic Resources 

+» Policy on Information Technology (IT) Security 
+ Federal Public Service Labour Relations Act 

« Relevant collective agreements 

e Security Policy 

+ Appropriate Use of Electronic Networks 


Enquiries 


Enquiries regarding this Policy should be forwarded to Labour Relations. 


l'information. 


Leblanc, Suzanne 


From: Keir, Jennifer on behalf of Thibodeau, MarcR (HRB-HQ) 
Sent: February 7, 2019 02:27 PM 

To: Allard, Myriam; Edwards, Tammy; Burke, Julie 

Subject: FW: Telework Policy.docx 

Attachments: Telework Policy.docx 


Sorry — forgot to cc you guys! 


Jennifer Keir 
613-948-9833 


From: Keir, Jennifer <lennifer.Keir@cbsa-asfc.gc.ca> 

Sent: February 7, 2019 2:26 PM 

To: Thibodeau, MarcR (HRB-HQ) «Marc.Thibodeau2 9 cbsa-asfc.gc.ca» 
Subject: Telework Policy.docx 


For your review 
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From: Guay, Isabelle 

Sent: February 12, 2019 01:57 PM 

To: Allard, Myriam 

Cc: Burke, julie 

Subject: RE: Petite faveur 

Attachments: 9993425 002 FR Telework Policy.docx 


Follow Up Flag: Follow up 
Flag Status: Completed 


Voici ce que je suggère 


l'attends vos commentaires 


Senior £ En Sour rane Advisor, Labour Relations and HR Redress Devision 
Canada Border Services Agency / Government of Canada 


ed pu" le en ressources dd. du u centre id spa 


18" floor — 18e étage 

100 Metcalf Street 

Ottawa, ON KLA OLS 

Canada Border Services Agency / Agence des services frontaliers du Canada 
Telephone : 613-941-3354 


isabelle. quay cbsa-asfc.qc.ca 


Canada Border Agente des services 
Services Agency frontallers du Canada. 


CONFIDENTIALITY NOTICE: This email, including any attachment, is confidential. If you are not the intended 
recipient, please notify the sender immediately and delete it; you should not copy or use it for any purpose 
nor disclose its contents to anyone. 


AVIS DE CONFIDENTIALITÉ : Ce courriel, ainsi que toute pièce jointe, est confidential. Si vous n'en êtes pas le 
destinataire visé, veuillez en aviser l'expéditeur immédiatement et le supprimer; vous ne devez pas le copier, 
ni l'utiliser à quelque fin que ce soit, ni divulguer son contenu à qui que ce soit. 
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ASFC . Divlgation ee ur l'Accés å linformiglion. 


From: Allard, Myriam 

Sent: 12 février 2019 08:20 

To: Guay, Isabelle <isabelle Guay@chsa-asfc.gc.ca> 
Cc: Burke, Julie <Julie.Burke@chsa-asfc.gc.ca> 
Subject: Petite Taveur 


Bon = Isabele, P 

fin ale "v i la wie francese? | Neuss avons fa t Dr danset ns à la version "nei P ler et i SP faite u un n contrôle de a 
qualité en francais. Je me suis dit qu'étant donné la qualité de ton francais, tu serais la personne idéale. De plus, tu en apprendras 
davantage sur la politique du télétravail de l'Agence. 


Merci beaucoup de me donner ce petit coup de main... 


Leblanc, Suzanne 


From: Allard, Myriam 

Sent: June 11, 2019 01:16 PM 
To: Leblanc, Suzanne 
Subject: FW: CBSA Draft telework policy - Jan 2019.docx 
Attachments: CBSA Draft telework policy - Jan 2019.docx 


From: Burke, Julie <julie.Burke@cbsa-asfc.gc.ca> 

Sent: February 2, 2019 10:36 AM 

To: Thibodeau, MarcR (HRB-HQ) «Marc.Thibodeau2 @cbsa-asfc.gc.ca> 
Cc: Allard, Myriam «Myriam.Allard Øcbsa-asfc.gc.ca> 

Subject: CBSA Draft telework policy - Jan 2019.docx 


A little past 7am... 


From: Allard, Myriam 

Sent: June 11, 2019 01:17 PM 

To: Leblanc, Suzanne 

Subject: FW: DRAFT - Telework at the CBSA (002).pptx 
Attachments: DRAFT - Telework at the CBSA (002).pptx 


From: Burke, Julie «Julie.Burke (9 cbsa-asfc.gc.ca» 

Sent: February 7, 2019 10:01 AM 

To: Thibodeau, MarcR (HRB-HQ) «Marc.Thibodeau2 9 cbsa-asfc.gc.ca» 
Cc: Allard, Myriam <Myriam.Allard@cbsa-asfc.gc.ca> 

Subject: DRAFT - Telework at the CBSA (002).pptx 


I have made a few changes. For your review 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


Executive Committee 


Workplace Management, Wellness and 
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E To provide an overview of the Draft CBSA Telework 
Policy and | NOW it can DE — ed and approved within 
>anad gency s context. 


Telework is a flexible work arrangement which offers an opportunity 
to rethink and reshape how work is performed. 

Participation in telework is voluntary and a privilege. 

Where it is operationally feasible to do so, telework enables 


be 3 en their professional obligations and personal 
needs, while continuing to contribute to the attainment of 
organizational g enefits to the 
organization, including: 
— Higher levels of productivity and reduced absenteeism; 
— Enhanced performance through improved work motivation and a more satisfying work 
environment; 


— Acompetitive edge for attracting and retaining highly-skilled public servants; and 
— Increased employee satisfaction and work/life balance resulting from greater flexibility in the 
workplace. 


Authority 


* [he approval of each telework reques 
a case- x case basis at the nape of o delega 


Cor smpensat ier Mattei rs 


— PROTECTION + SERVICE + INTEGRITY ———- 


Requirements 


e Prior to approving requests from employees to telework, delegated managers shall 
determine if a telework arrangement is feasible by considering the following factors: 


— itis operationally feasible for the employee to perform his or her work at the telework 
| s 
— [trespects the CBSA’ — — 


— the overall imp: 

distribution oft! the workinad and amployee | mora mis. i ate, | 

— the overall quality and quantity of work carried out in the designated workplace c 
sustained by the employee in the telework place; 

— the work ' being — is measurable; 


maxin 
teleworking. 

Telework can be combined with other flexible work arrangements 
(i.e. variable ompressed work week). 

Telework is a privilege e agreer an be terminated at any 


um number of days per week the employee will be 


PROTECTION-SERVICE-INTEGRITY 00060 


Considerations 


Not " akaipa of work | IS 3 conaucive to Or. 


pla 2 uda n iir i for! iius 
The ATL regional o fice. E EN to an — Ba 
Workplace (ABW) efi 
q uidance on sllamabe verk arran ements 


— PROTECTION «SERVICE + INTEGRITY ——— 


* Finalize guidelines to support management and 
employees with establishing telework agreements. 


an effective dat 


. App rove | the Telewo rk Policy with 
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e To seek approval of the CBSA Alternate Working 
A "rangemeris - - - Work | idi 


O utline next steps 


The current TBS policy was introduced in 1999 


The Policy was extensively use 


| ud dressed 


he FB (exp. 2011) 


practice 


Å d in the GTA Trade t | AperaHons in 
— 2000 to address infrastructure challenges. The 
complete reliminatead once athe emm Were e 


y and — 


ess for the Trade 


Tal rk Agreement. 


3 Mg s peri iodic basis ken g. one day a 


a nere an employee performs 
n other that the des signaled WO — ; 


Overview 


to rethink a and Se ha work i IS ana 
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Higher levels of productivity and reduced absenteeism; 
— Leds through nr work motivation and a more satisfying work 


A le edge for attracting and retaining highly-skilled public servants; and 
Increased employee satisfaction and work/life balance resulting from greater flexibility in the 
workplace. 


Requi remer 


Prior: to — — from SE cx inde to teIEWOTK, dari pom NT snail 


| E IS ve feasible for the eroplopes to uidens b or ket work " the — 
place; 

It respects the CBSAs security requirements; 

the overall impact of the telework agreement on the work unit (e.g. work processes, 
distribution of the workload and employee morale, etc.); 


the overall quality and quantity of work carried out in the designated workplace can be 
sustained = the — in the telework lions 


—— for the enes 
there are no performance or conduct Issues 


has full and varie discretion to refuse a telework Hee or pue a dull 
approved request. 


— PROTECTION « SERVICE - INTEGRITY 


Y BSA employees have the proper equipmen Partnership with ISTB to develop IT acquisition and roll out 
(I aptopé etc. ) to tel ework. Ås such, there hs be a à potential plan. 
impact of increased de | 

address all deman 


The ATL regional office is moving to an Activity Based 
Workplace (ABW) effective April 1, 2019 and will require 
guidance on alternate work arrangements. 


Readiness Assessment Complete the eadiness assessment in painershi swith IT 
and Security. 


| PROTECTION. . SERVICE . INTEGRITY - un SR 


Next Steps 


Approve the Telework Policy with an effective date of 
April 1, 2019, with a phased implementation. 
Implement Communication strategy 

Finalize guidelines to support management and 
employees with establishing telework agreements. 
Increase e awareness of the © Foley 
Comp let ent 
Develop IT ' aquisition and roll-out plans 


Leblanc, Suzanne 


From: Allard, Myriam 

Sent: June 11, 2019 01:17 PM 

To: Leblanc, Suzanne 

Subject: FW: AWA - Telework Policy 

Attachments: Alternate Work Arrangement - Telework Policy.pdf; Telework at the CBSA .pptx 


From: Burke, Julie <Julie.Burke@cbsa-asfc.gc.ca> 

Sent: February 11, 2019 3:16 PM 

To: Allard, Myriam <Myriam.Allard@cbsa-asfc.gc.ca> 

Cc: Thibodeau, MarcR (HRB-HQ) «Marc.Thibodeau2 @cbsa-asfc.gc.ca>; Keir, Jennifer <Jennifer.Keir@cbsa-asfc.gc.ca> 
Subject: AWA - Telework Policy 


Voila. 
To be sent for ECHR 


julie | Burke 


Director, Workplace Issues Management 
Canada Border Services Agency / Government of Canada 
Julie. Burke@cbsa-asfc.ac.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


Directrice, Gestion des enjeux en milieu de travail 
Agence des services frontaliers du Canada / Gouvernement du Canada 


Canada Border Agence des services 
Services Agency frontaliers du Canada 


Executive Committee Human Resources 


Vorkplace Management, Wellness and 
Compensation Directorate 


February 14, 2019 
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sentative assigned 


« The CIU repre yandonec 
ne Telework review was pre al 


consuitaton. 
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work at a location other that the 


ocope of Policy 


Telework is a formal written work arrangement where an employee 
carries out some or all of his or her duties at location other than the 
designated — on a consistent, periodic basis (e.g. one da 
week), as specifled in a Telework Agreement. 

It does hol include punctual events where an employee performs 
designated work lacie, 

Examples of work that can potentially be performed: 
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* Telework is a flexible work arrangement which offers an opportunity 
to FRE and — "iow Work IS tires 


needs, hib né hein Le > attainment of. | 
O knee goals. Telework c can res sult i in ben: 


— Are å perfori nance eimi ead e n and a more satisfying work 
environment; 

— Acompetitive edge for attracting and retaining highly-skilled public servants; and 

— increased employee satisfaction and work/life balance resulting from greater flexibility in the 
workplace. 


PROTECTION + SERVICE + INTEGRITY 


*  Priorto approving requests from employees to telework, delegated managers shall 
determine if a telework arrangement is feasible by considering the following factors: 


it is operationally feasible for the employee to perform his or her work at the telework 
place; 

It respects the CBSA's security requirements; 

the overall impact of the telework agreement on the work unit 
distribution of the workload and employee morale, etc.); 


(e.g. work processes, 


the overall quality and quantity of work carried out in the designated workplace can be 


sustained py the — in the telework place; 


>XE > same; and 

the implementation of the telework Menu: net i enatis significant extra 
costs for the employer; 

there are no performance or conduct issues 


te work dbiecties ad 


the M ions — job will remain th« 


L Should one or more oi the ee of a telemark re not be met, ine — 
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Not tall CBSA employees have the pieper equipment | Partnership with ISTB to develop IT acquisition and roll out 

MEE . /— | pian vc | 

| dike of increased demand o Sr who will not be able t i | PES 

ddress all demands at once. 


ties (April 1, 2019 for ATL Regional Office) The ATL regional office is moving to an Activ vity Based 
| | Workplace (ABW) effective April 1, 2019 and will require 
guidance on alternate work arrangements. 


i Readiness Assessment | Complete the readiness assessment in partnership with IT 
| ! | and REN: 


D and — the Communication strategy 
— Finalize q guidelines ; to support management and : 
stablishing te slawork TEN 
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Canada Border Agence des services 
Services Agency frontaliers du Canada 


Telework Policy 


= CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès å l'informati 


Policy Statement 


It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


Effective Date 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


Preamble 


SA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


i B | 


Telework can benefit both the organization as well as Its employees on various levels such as: 
|. attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance; 


Objectives 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Definitions 


Delegated Manager — a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework — a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 


l'information. 


ation Ac! 
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* 


tequirements 


Participation in a telework arrangement is voluntary; no employee shall be required to telework. 


following success criterion must be in place prior to the implementation of a telework arrangement: 


+ The approval of a Telework arrangement shall be made on a case-by-case basis. 
e The parameters of a telework arrangement must be recorded using the telework request form. 
« The Telework Agreement must be completed and signed by the employee and the delegated 

manager before the Telework arrangement begins. 
e A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 
The Telework Agreement will be reviewed at a minimum, every six months. 
«+ The Telework Agreement will automatically be reviewed: 

o ifthe work objectives and priorities are not being met; 

in conjunction with the performance management cycle; 
o upon request by the employee or the delegated manager: 


o inan urgent situation, at the request of the delegated manager. 
e The parties å 


eree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 


& 1 


obligations (i.e. caring for an ill family member, caring for children during Professional 
Development days). 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


« the nature of the work to be performed is suitable for telework; 

e the work to be performed does not require the printing of documents; 

+ the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; 

* the employee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place; 

+ the equipment required is available: 

+ the results of the work performed in telework can be objectively measured; 

+ the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

e service delivery to clients is not negatively impacted; 


e the approval of telework should be cost effective; 


a the equipment used for the teleworking arrangement complies with the relevant CBSA po licies; 

« all relevant legislation including the Canada Labour Code Part II and associated regulations, 
policies, guidelines, terms and conditions of employment, col lective agreements and the Code of 
Conduct are respected; 


e the custodial arrangements for management of information at the Telework site meets sec urity 


rupe 


requirements; 


i 


+» security or protection of the information or other CBSA assets is not compromised at the 
telework workplace: 

+ there are no performance or conduct issues: 

» other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks” notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


Roles and responsibilities 


The Delegated manager (supervisor) and teleworking employee are responsible for fulfilling their 
respective Telework Policy and Telework Agreement obligations. 


Delegated Manager 


» Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework: 


any proposed Telework Agreement and maintained throughout the duration of the arrangement. 
+ Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 
+ Determine the equipment and supplies required to carry out the work assigned 


« Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Employee 
e Review, understand and comply with this policy. 

\dhere to all relevant legislation including the Canada Labour Code Part 11 and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

e Ensure that his or her Telework place: 
o isasuitable working environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; 
o conforms to municipal zoning regulations; and 
o meets the health and safety requirements of the Canada Labour Code, Part II and its 
Regulations. 


* "i 
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e While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part II 
and its Regulations; 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 
« Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 
+ Is responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


Director General, Labour Relations and Compensation 
e Provide advice and guidance on the application of the Policy; 
e Provide reports on telework agreements in place and compliance with the policy; 


e Review and update the Policy from time to time 


Monitoring and Reporting 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


Main References 


e Canada Labour Code 

a Code of Conduct 

+ Conflict of Interest and Post Employment 

+ Information Security Policy 

+ Policy on the Use of Electronic Resources 

e Policy on Information Technology (IT) Security 
« Federal Public Service Labour Relations Act 

+ Relevant collective agreements 

e Security Policy 

e Appropriate Use of Electronic Networks 


Enquiries 


Enquiries regarding this Policy should be forwarded to Labour Relations. 


Leblanc, Suzanne 


From: Thibodeau, MarcR (HRB-HQ) 

Sent: February 5, 2019 08:15 PM 

To: Sousae, Annie; Burke, Julie; Edwards, Tammy; Racine, isabelle; Nasrallah, MichelN; Allard, 
Myriam; Keir, Jennifer; Roy, Cynthia 

Subject: CBSA Draft telework policy - Feb2019.docx 

Attachments: CBSA Draft telework policy - Feb2019.docx 


Hi: 
Attached is the latest version of the Telework Policy that Julie has been working on for the last few weeks. I would like 
your views on the document. Julie and I would like to close this by COB on Wednesday. Thank you for your assistance. 


Marc 


i 
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Guay, Isabelle 


De: Guay, Isabelle 

Envoyé: 12 février 2019 13:57 

À: Allard, Myriam 

Cc: Burke, Julie 

Obiet: RE: Petite faveur 

Pièces jointes: 9993425 002 FR Telework Policy.docx 


Voici ce que je suggere 


lattends vos commentaires 


# pet i 


"i B 
Isabelle Guay Ut 
Senior Labour Relations Advisor, Labour Relations aud HR Redress Devision 
Canada Border Services Ag CHOY J Got erneut of Canada 


Conseillere principale en ressources humaines du centre d expertise 
Agence des services frontaliers du Canada / Gouvernement du Canada 


100 ‘Metcalf Street 
Ottawd, ON KLA 0L8 


Canada Border Services Agen ty / Age nce des seri TERS fron taliers du Canada 


Tele pi tone: 613-941-3334 


CONFIDENTIALITY NOTICE: This email, including any attachment, is confidential. If vou are not the intended 
recipient, please notify the sender immediately and delete it; you should not copy or use it for any purpose 


nor disclose its contents to anyone. 


AVIS DE CONFIDENTIALITÉ : Ce courriel, ainsi que toute piece jointe, est confidential. Si vous n'en étes pas le 


destinataire visé, veuillez en aviser l'expéditeur immédiatement et le supprimer; vous ne devez pas le copier, 


ni l'utiliser à quelque fin que ce soit, ni divulguer son contenu à qui que ce soit. 


From: Allard, Myriam 
Sent: 12 février 2019 08:20 
To: Guay, Isabelle <Isabelle.Guay@cbsa-asfc.gc.ca> 
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Cc: Burke, Julie «Julie.Burke (9 cbsa-asfc.gc.ca» 
Subject: Petite faveur 


Bon matin isabelle, 

Pourrais-je te demander un grosse faveur en ce mardi matin? Pourrais-tu svp faire un "cross-walk" entre la politique anglais (politique 
finale) et la politique francaise? Nous avons fait quelques changements å la version anglaise hier et il faut faire un contrôle de la 
qualité en francais. Je me suis dit qu'étant donné la qualité de ton francais, tu serais la personne idéale. De plus, tu en apprendras 
davantage sur la politique du télétravail de l'Agence. 


Merci beaucoup de me donner ce petit coup de main... 


tion 
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De: Guay, Isabelle 
Envoyé: | 12 février 2019 08:52 
À: Allard, Nyse 

Cc: Burke, Julie 

Objet: RE: Petite faveur 


Parfait je regarde ca à l'instant 


Isabelle Guay ua 
Senior Labour Relations Advisor, Labour Relations aud HR Redress Devision 
Cand da ‘Bo rde rFSereices Age HEV / G OCETNIHER of (d nada 


Conseillère principale en ressources humaines du centre d'expertise 
Agence des services frontaliers du Canada / Gouvernement du Canada 


18" floor — 18e étage 

100: Metcalf Street 

Ottawa, ON KLA OLS 

Cd nada Border Services Agency / Agence des services frontaliers du Canada 
Telephone : 613-941-3354 


d ebsa- dfc. E CU 


CONFIDENTIALITY NOTICE: This email, including any attachment, is confidential. If you are not the intended 


recipient, please notify the sender immediately and delete it; you should not copy or use it for any purpose 
nor disclose its contents to anyone. 


AVIS DE CONFIDENTIALITE : Ce courriel, ainsi que toute piece jointe, est confidential. Si vous n'en étes pas le 


destinataire vise, veui re en aviser l'expéditeur immédiatement et le supprimer; vous ne devez pas le copier, 
ni l'utiliser a quelque fin que ce soit, ni divulguer son contenu à qui que ce soit. 


From: Allard, Myriam 

Sent: 12 février 2019 08:20 

To: Guay, Isabelle <isabelle.Guay@cbsa-asfc.gc.ca> 
Cc: Burke, Julie «Julie.Burke (9 cbsa-asfc.gc.ca» 
Subject: Petite faveur 
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Bon matin Isabelle, 

Pourrais-je te demander un grosse faveur en ce mardi matin? Pourrais-tu svp faire un "cross-walk" entre la politique anglais (politique 
finale) et la politique française? Nous avons fait quelques changements à la version anglaise hier et il faut faire un contrôle de la 
qualité en francais. Je me suis dit qu'étant donné la qualité de ton francais, tu serais la personne idéale. De plus, tu en apprendras 
davantage sur la politique du télétravail de l'Agence. 


Merci beaucoup de me donner ce petit coup de main... 


Myriam 
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Policy State 


It is the policy of the Canada Border Services Agency (CBSA) to support employees’ request for 
Telework arrangement when it is operationally feasible and cost effective to do so. subject to certain 
conditions being met. 


Effective Date 


- effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


Preamble 

CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology. changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible w vork 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its employees on various levels such as: 


|. ‘attracting and retaining highly skilled individuals: 


- 


2, 


‘providing options for improved work-life balance: 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Definitions 


Delegated Manager — å manager at the CBSA-3 level. 
$s "^ = 


Designated Workplace — location where the employee would normally be assigned to work if the 
were no telework arrangement. 


Telework —a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated L workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an emplovee 
performs work at a location other that the desig nated workplace. 
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'quirements 


Participation in a telework arrangement Is voluntary; no employee shall be required to telework. 
Similarly, Rise ork is a pr ivilege. not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrang ement: 


e The approval of a Telework arrangement shall be made on a case-by-case basis. 

e [he parameters of a telework arrangement must be recorded using the telework request form. 

« The Telework Agreement must be completed and signed by the employ ee and the delegated 
manager before the Kr arrangement begins. 

« Å copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 

e The Telework Agreement will be reviewed at a minimum, every six months. 

+ [he Telework Agreement will automatically be reviewed: 

o Ifthe work objectives and priorities are not being met: 

o in conjunction with the performance management cycle; 

o upon request by the employee or the delegated manager: 

o inan urgent situation, at the request of the delegated manager. 

° Thep parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (Le. caring for an ill family member, caring for children during Professional 
Development days). 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are. and continue to be met: 


e the nature of the work to be performed is suitable for telework; 

e the work to be performed does not require the printing of documents: 

+ the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; 

+ the employee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place: 

+ the equipment required is available: 

performed in telework can be objectively measured: 

+ the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet pertormance: expectations: 

e service delivery to clients is not negatively impacted: 

» the approval of telework shou Id be cost effective: 


e the results of the work 


+ the equipment used for the teleworking arrangement complies with the relevant CBSA policies: 

+ all relevant legislation including the Canada Labour Code Part H and associated regulations, 
policies, guidelines, terms and conditions of employment. collective agreements and the Code of 
Conduct are respected; 


. the custodial arrangements for management of information at the Telework site meets security 
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e security or protection of the information or other CBSA assets is not compromised at the 


telework workplace: 

+ there are no performance or conduct issues; 

* other founded Code of Conduct issues that may be unrelated to the telework but would require 
the emplovee's return to the Designated Workplace e 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks’ notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employés in writing. 

The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 

out the work assigned. 


The Dele — manager supers isor) and teleworking z employee ec are responsible for fulfilling their 
resp 


+ Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework; 

« Ensure that the conditions described in the Policy requirements section are met before approving 

Any proposed Telework Agreement and maintained throughout the duration of the arrangement: 

! Ensure that the employee is aware of their obligations pursuant to the Canada Labour Code — 

| Part II and review the working conditions with the employee to identify health and safety 

| concerns. 

Ensure the telework request forms are sent to the Labour Relations and Compensation 

Directorate. 1f denied. provide reason for denial in writing to the employee 

* Determine the equipment and supplies required to carry out the work assigned 

Arrange for the installation. maintenance, repair and recovery (at the termination of the Telework 

Agreement) of the material provided. 


Lnd 


* 


ale anite 


Lj 


Employee 

. Review, understand and comply with this policy. 

+ Adhere to all relevant legislation including the Canada Labour Code Part I and associated 
regulations, policies. guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

e Ensure that his or her Telework place: 

o isa suitable -— ing environment such that the employee will be able to comply with this 
Policy and his or her Telework Agreement; 
o conforms to municipal zoning regulations: and 
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o meets the health and safety requirements of the Canada Labour Code, Part I and its 
Regulations. 


s While RERO the ses ar IS re Es 


å its es 

o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy; 

Maintaining the costs associated with the Telework place ( e.g. insurance, heat and hydro, 

Internet Services, etc.). 

e Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 

+ Is responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


Director General, Labour Relations and Compensation 


e Provide advice and guidance on the application of the Policy: 
e Provide reports on telework agreements in place and compliance with the policy: 
+ Review and update the Policy from time to time 


Monitoring and Repo 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


Main References 


* Canada. L | abaw Code 


e momat m S ecu ur rity Po lie icy 

+ Policy on the Use of Electronic Resources 

» Policy on Information Technology (IT) Security 
» Federal Public Service Labour Relations Act 

* Relevant collective agreements 

+ Security Policy 

+ Appropriate Use of Electronic Networks 


Enquiries regarding this Policy should be forwarded to Labour Relations. 
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From: Vanrobaevs, Michelle 

To: Scoville, Kim 

Subject: 8th Floor IAR - FW: Background information & current status of the 269 Main Street Project 
Date: April 23, 2018 08:57:26 AM 


Hi Kim, 
Here is the IAR for 8. 
SF-IAR Space based project 8th floor 269 Main Street.docx 


-M 


From: Vanrobaeys, Michelle 

Sent: April 23, 2018 9:14 AM 

To: Laurencelle-Peace, Lisa 

Subject: RE: Background information & current status of the 269 Main Street Project 


From: Laurencelle-Peace, Lisa 
Sent: April 20, 2018 1:56 PM 


To: Vanrobaeys, Michelle <Vicne e Vanrobaevsit?cOsa-as C ec ca» 


Subject: FW: Background em &c current status of the 269 Main Street Project 
Importance: High 


From: Scoville, Kim 
Sent: April 20, 2018 8:14 AM 
To: Laurencel EEG ce, Lisa «iisa.laurencelle-Peace ? cosa-asfe.gc.ca»; Wozny, Brad 


Subject: F EW: ee intonmtion & current status of the 269 Main Street Project 
Importance: High 


From: Chenard, Charles 
Sent: April 20, 2018 4:24 zi 
To: Scoville, Kim «&ir juge? cosa-asit 
Subject: Fw: Ce information & current status of the 269 Main Street Project 
Importance: High 


Kim good morning. 
| have asked Connie and Michelle to give an explanation for the fit up request of the 8th floor 


at 269 Main in Winni IRER. ane d nave cae the colon ing UN 


The issue is cost and our space envelop deficit 


ÅS you know as part of renewal I have drafted a national accommodation plan mostly focussed 
on the needs of the 4000 CBSA FTES in the nation's capital but it also includes leasehold 
improvements plans for the next 5 years in the regions. 

One of the obiectives is to release about 10K square metre of office space we have leased that 
is not recognized in our annual Base building budget. 


As part of the fit up of 269 Main savings against this annual deficit was planned and it included 
the release of the 8th fioor. 


fi keep the 8th floor | am committing to space is over our base building budget and allocation 
and therefore | need to idnetify a sources of funds to fund the added space and report it 
against our current Vote 1 OM deficit which in 2017-2018 was north of (4M). 


Before | commit to new space and because of recurring deficit | have been asked by CFO to 
report quarterly to senior management how | am managing the space deficit and bring 
forward for senior approval any new request so it can be reviewed for funding 


| suggest we take 5 minutes with Connie, Michelle and any other employee you ludge needed 
to review this need and if we can find a solution that is mutually beneficial. 


We are expected to vacate the 8th floor on May 31s and PSPC is asking me to confirm we are 
releasing space. 


| am free this morning until 10h00 if you want to chat first thing when you arrive or from 1h30 
to 2h30 pm you time in afternoon. 


Cheers 
Sent from my BlackBerry 10 smartphone on the Rogers network. 


From: Michael, Connie «Connie.MichaelGcbsa-asfc.gc. ca» 

Sent: Thursday, April 19, 2018 7: 02 PM 

To: Chenard, Charles 

Cc: Conde, Alexander: Taylor, Charles; Strub, Nathalie 

Subject: FW: Background information & current status of the 269 Main Street Project 


Good afternoon Charles — 
| have attached the document outlining the scope of the original project and a bit of background on 


the project drivers etc. It was always the intent that the Region would give up the sik part of the 3rd 


and 8" floor space once the 269 Main Street project was complete. 

The Region has submitted a revised IAR on March 20t", 2018. It has been identified that they must 
vacate the space (there is only one Director sitting on the 3"d floor space that is to be vacant) by 
April 30" 2018 in order for PSPC to reclaim the space. Michelle confirmed that the EIOD Director is 


moving to the eighth floor on Monday of next week. 
There is no risk in the client occupying the space on the 8'^ floor until they look at the options I 


mention below. CBSA has the space on an Ol until May 31%, 2648 7019. Space has been recently 
painted and the carpets were cleaned under the project budget. skins and security requirements 
are still tied into CBSA systems. No cost to occupy space as IS. 
| have consulted with Alex in HQ, PSPC Regional folks and Michelle in the Region. The cost of the 269 
Main Street project is over S7M dollars (CBSA costs only) and 10 years in the planning. PSPC is not 
prepared to be flexible with changes in the scope of the original project and is anticipating that the 
space recapture will proceed. 
BACKGROUND INFO for the existing project: 

e The 269 Main Street Poe IS ue Toe in oe with many changes to the original 
o RDG 5 office VAN OH UN MEN to xao n 


o FTE count remains the same at 201 ME Uu NUE confirmed QUE WE Pee 


o Total cost of the project (multi years) is ee kN oe CBSA's MAE and PSPC 
portion is approximately the same amount. 
NEW PROJECT REQUEST FROM REGION FOR 8!“ FLOOR 


IAR was submitted to HQ for a new project at 269 Main Street to occupy the 8" floor for RPIB 
approval. 


e |n October 2017 Prairies Region submitted an IAR for a new project to occupy the 8" floor. 
Region resubmitted an IAR in March 2018. 

o EIOD Director position has been relocated to Winnipeg from Calgary. There are 
currently two Directors in Calgary — one for Trade and another Director on 
assignment to HQ but working in the Calgary office. When the fit-up was done at 269 
Main Street it was for one office for the Director of CPSD. 

o EIOD occupies space in Calgary, Edmonton and Winnipeg (smaller group in Winnipeg). 
The largest group is in Calgary. 

o Region submitted a cost of approximately $139K for fit-up and there will be rental 
costs of $32K per year 


e Region is requesting additional space on the 8'^ floor for the following 5 FTE's: 
o EIOD Director , and two FTE's for A-Base growth penne? for EIOD in ap ates to 
Detention a id Tem ree ra du FO d wg UR pr ed ram. This is not correct, i advised ner 


o The Assistant Director for EIOD is ne sitting on the 1° floor of 269 Main Street 


and he will move to the 8" floor 


o There is also a strategic advisor (within existing FTE count at 269 Main Street) for the 
EIOD Director 


o The space on the 8'^ floor of 269 Main Street is 111.1m2u with a hard walled office 
existing. 
o This lease (occupancy instrument) expires in May 2019 and is reimbursing space as it 
exceeds CBSA entitlement. 
o Space meets the majority of CBSA security standards as it was occupied by CBSA 
training and learning group (card access, IT cabling, Server and Telecom) 
OPTIONS TO EXPLORE: 
1. Find space within the existing footprint to ensure CBSA is meeting the space envelope 
targets. EIOD is on the first floor so should the EIOD Director be located Wn i group 
ane the Assistant Director space does not need to be relocated? *: 


2. Look at Alternate work arrangements such as teleworking to accommodate the additional 
FTEs 

3. There are currently people who report to GTA working in the Region (two FTE's). They were 
previously allowed to work from home. Could they now Von Idet ne MEL SE work 
arrangements to accommodate the increase for EIOD. : ur is. 

4. What is the long term plan for Training and Learning se It was discussed that only 
training and E would be in Rigaud and Chilliwack? What is their FTE count 


5. There is space on the 3" floor (not included in the new fit-up) that could be utilized as an 
office possibly. Right now HR has their files in prime real estate along windows. ~ 

6. ICMS space has an orice ane maybe mn suntion cours pe pOnpInered as alternate work 

arran gement; hi 2e 


7.CRA A emis bt (I believe there are 3 FTE's) are sitting within CBSA space to support the IT 
de iden Alternate work arrangements can be made for these employees to be OT: 


8. Michelle stated that the space was not fit-up for WI-FI and thus the reason why they 
cannot be flexible with workstations. PSPC is going to occupy space in this building and 
they are planning WI-FI connections for all clients and specifically for their needs. This will 
allow employees to work anywhere within the space. : ie, we de 


RECOMMENDATIONS: 

e HO not consider this proiect at this time due to other urgent accommodation proiects within 
other Regions and limited Capital funding for 18/19. The risk that the estimate the Region 
provided is extremely low as costs will come in higher given that it is an accommodation 
project and requires PSPC & BGIS involvement. The CARO would be a commitment for at 
least five years. it Is also risky that the project can be completed by the timelines submitted 
n IAR. PSPC will not invest any accommodation dollars given that this is reimbursing space 
and client responsibility. | have confirmed this with PSPC. 

e Region look at alternate work arrangements to accommodate the EIOD Director and support 


staff on the first floor of 269 Main Street. To move an Assistant Director off the 1% floor and 


put them on 8 does not make sense as it leaves vacant space on 1% JADE Pani n ue ana 


stra fepe 3 DEDE r can sit in vacant wol SEO OS | here are no vacant workstations on å uniess 


e Admin g Materiel Management lost two staff members within their unit to Trade and BIZ who 


are locate on the a floor. This Saves vacant ie on the first floor for EIOD FTE's. True 


e PSPC wants the space on the 8'^ floor for their accommodation project currently in the works 
thus the pressure for CBSA to sign a CARO. PSPC is in the midst of design phase for their 
project in this building. 

If any questions Charles, please do not hesitate to contact Alex or myself for further details. Let me 
know IT you require anything further. 

Connie Michael 

Manager/ Infrastructure and Environmental Operations Directorate / Comptrollership Branch 
Canada Border Services Agency / Government of Canada 
connie.michael@chsa-asfc.ec.ca/ Tel: (519) 967-4205/ TTY: 866-335-3237 
Gestionnaire [o Direction de nese et des opérations en. 


connie.michael@chsa-asfc.ec.ca / Tél : (519) 967-4205 /ATS : 866-335-3237 
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Pratt, Lisa 


From: Smith, Janis 

Sent: February 18, 2019 09:05 AM 

To: CBSA.F Prairie RMC / CGR Prairie F.ASFC 
Cc: Surminski, Brittany 

Subject: FW: Telework Policy 

Attachments: Telework Policy.pdf; FR Telework Policy.pdf 
Categories: Lisa Actioned 

Hello, 


Please find attached the CBSA telework policy that was endorsed by EC and takes effect April 1, 2019. Not for further 
distribution at this time as LRCD is currently develop guidelines, Q&As and a comms plan. 


More information to come. 


From: Burke, Julie 

Sent: February 15, 2019 3:26 PM 

To: McKinnon, Chastity <Chastity.McKinnon@cbsa-asfc.gc.ca>; MacPhee, Jennifer «Jennifer. MacPhee Q cbsa- 
asfc.gc.ca»; Oslund, Jodi <Jodi.Oslund@cbsa-asfc.gc.ca>; Smith, Janis <Janis.Smith@cbsa-asfc.gc.ca>; Laurencelle-Peace, 
Lisa <Lisa.Laurencelle-Peace@cbsa-asfc.gc.ca>; Grewal, Jyoti <Jyoti.Grewal@cbsa-asfc.gc.ca>; Wright, Melinda 
<Melinda.Wright@cbsa-asfc.gc.ca>; Fortin, Lily-Claude <Lily-Claude.Fortin@cbsa-asfc.gc.ca>; Baxter, Shawna 
<Shawna.Baxter@cbsa-asfc.gc.ca> 

Cc: Nasrallah, MichelN <MichelN.Nasrallah@cbsa-asfc.gc.ca> 

Subject: Telework Policy 


Please find attached the CBSA Tele — Policy that was endorsed at EC yesterday. The Policy 
will not come into effect until April 1, 2019 with a phased in approach. 


Over the coming weeks we will be developing guidelines, Q&As etc to support managers as 
well as a Comms plan. 


Have a great weekend. 


dulie Burke 

Director, Workplace Issues Management 

Canada Border Services Agency / Government of Canada 

Julie.Burke@cbsa-osfc.ac.ca / Tel : 613-948-9840 Fax: 613-948-9838 / TTY : 866-335-3237 


trice, Gestion des enjeux en milieu de travail 
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It is the policy of the Canada Border Services Agency (CBSA) to support employees' request for 
Telework arrangement when it is operationally feasible and cost effective to do so, subject to certain 
conditions being met. 


The effective date of this policy is April 1, 2019 and is to be implemented where the success criterions 
are in place. 


CBSA is committed to fostering workplace well-being as well as embracing non-traditional employment 
arrangements that reflect evolution of technology, changing workplace culture, and growing public 
awareness of environmental and social impacts of travel commute. Telework is a flexible work 
arrangement that can be used at management's discretion towards the above, where operationally 
feasible and aligned with organizational priorities. 


Telework can benefit both the organization as well as its employees on various levels such as: 


i. attracting and retaining highly skilled individuals; 


2. providing options for improved work-life balance; 


To allow employees to work at alternate locations in a manner that meets organizational objectives 
while being cost effective. 


Delegated Manager — a manager at the CBSA-3 level. 


Designated Workplace — location where the employee would normally be assigned to work if there 
were no telework arrangement. 


Telework — a formal written work arrangement where an employee carries out some or all of his or her 
duties at a location other than the designated workplace on a consistent, periodic basis (e.g. one day a 
week), as specified in a Telework Agreement. It does not include punctual events where an employee 
performs work at a location other that the designated workplace. 


à l'information 


Policy Requirements 


Participation in a telework arrangement is voluntary; no employee shall be required to telework. 
Similarly, telework is a privilege, not a right, and shall be approved on a case by case basis. The 
following success criterion must be in place prior to the implementation of a telework arrangement: 


e The approval of a Telework arrangement shall be made on a case-by-case basis. 
e The parameters of a telework arrangement must be recorded using the telework request form. 
e The Telework Agreement must be completed and signed by the employee and the delegated 
manager before the Telework arrangement begins. 
e A copy of the telework agreement will be provided to Labour Relations and Compensation 
Directorate. 
« The Telework Agreement will be reviewed at a minimum, every six months. 
e The Telework Agreement will automatically be reviewed: 
o if the work objectives and priorities are not being met; 
o inconjunction with the performance management cycle; 
o upon request by the employee or the delegated manager; 
o inan urgent situation, at the request of the delegated manager. 

+ The parties agree situations of ad-hoc telework do not fall under the auspices of this Policy. 
Furthermore, Telework under this Policy shall not be used to facilitate full-time family care 
obligations (1.e. caring for an ill family member, caring for children during Professional 
Development days). | 


Prior to approving and at any point during the telework arrangement, the delegated manager must ensure 
that the following conditions are, and continue to be met: 


e (he nature of the work to be performed is suitable for telework; 

e the work to be performed does not require the printing of documents; 

e the employee can always be reached by phone during the working hours as outlined in the 
telework agreement; | 

e theemployee can be equipped with a single device (one-device policy) for the work performed at 
the designated and telework place; 

e the equipment required is available; 

e the results of the work performed in telework can be objectively measured; 

e the overall quality and quantity of work carried out in the designated workplace shall be 
sustained and fully meet performance expectations; 

e service delivery to clients is not negatively impacted; 

e the approval of telework should be cost effective; 

e the equipment used for the teleworking arrangement complies with the relevant CBSA policies; 

e all relevant legislation including the Canada Labour Code Part II and associated regulations, 
policies, guidelines, terms and conditions of employment, collective agreements and the Code of 
Conduct are respected; | 

e the custodial arrangements for management of information at the Telework site meets security 
requirements; 
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e security or protection of the information or other CBSA assets is not compromised at the 
telework workplace: 

e there are no performance or conduct issues; 

e other founded Code of Conduct issues that may be unrelated to the telework but would require 
the employee's return to the Designated Workplace 


Failure to adhere to the above may lead to the termination of the Telework Agreement. 


A Telework Agreement can be ended by either party with four weeks” notice. Where management is 
ending the arrangement, the delegated manager must provide the reason for ending the Agreement to the 
employee in writing. 


The CBSA will provide to the employee, the equipment and supplies that it considers necessary to carry 
out the work assigned. 


Roles and responsibilities 


The Delegated manager (supervisor) and teleworking employee are responsible for fulfilling their 
respective Telework Policy and Telework Agreement obligations. 


e Consult as required with Labour Relations regarding any questions on the rights and obligations 
of employees who telework; 

e Ensure that the conditions described in the Policy requirements section are met before approving 
any proposed Telework Agreement and maintained throughout the duration of the arrangement. 

e Ensure that the employee is aware of their obligations pursuant to the Canada Labour Code 
Part IT and review the working conditions with the employee to identify health and safety 
concerns. 

e Ensure the telework request forms are sent to the Labour Relations and Compensation 
Directorate. If denied, provide reason for denial in writing to the employee 

e Determine the equipment and supplies required to carry out the work assigned 

e Arrange for the installation, maintenance, repair and recovery (at the termination of the Telework 
Agreement) of the material provided. 


Employee 

e Review, understand and comply with this policy. 

e Adhere to all relevant legislation including the Canada Labour Code Part II and associated 
regulations, policies, guidelines, terms and conditions of employment, collective agreements and 
the Code of Conduct. 

e Ensure that his or her Telework place: 

o sa suitable working environment such that the des ee will be able to comply with this 
Policy and his or her Telework Agreement; 
o conforms to municipal zoning regulations; and 


o meets the health and safety requirements of the Canada Labour Code, Part II and its 
Regulations. 


e While teleworking the employee is responsible for: 
o complying with the health and safety requirements of the Canada Labour Code, Part H 
and its Regulations; | 
o protecting any sensitive information and CBSA assets, and for meeting any security 
requirements in accordance with the relevant policy: 
o Maintaining the costs associated with the Telework place (e.g. insurance, heat and hydro, 
Internet Services, etc.). 
e Shall immediately notify the manager (supervisor) if any requirement is no longer being met or 
that the employee suspects is no longer being met. 
e [s responsible for the cost of their office furniture (e.g. desks, chairs, computer table, etc.) of the 
Telework place. 


e Provide advice and guidance on the application of the Policy; 
e Provide reports on telework agreements in place and compliance with the policy; 
e Review and update the Policy from time to time 


Labour Relations will monitor the effectiveness of this policy by measuring its use and adherence to the 
policy requirements. 


e Canada Labour Code | 

e Code of Conduct 

e Conflict of Interest and Post Employment 

e Information Security Policy 

e Policy on the Use of Electronic Resources 

e Policy on Information Technology (IT) Security 
e Federal Public Service Labour Relations Act 

e Relevant collective agreements 

e Security Policy 

e Appropriate Use of Electronic Networks 


Enquiries regarding this Policy should be forwarded to Labour Relations. 
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Canada Border Agence des services 
Services Agency frontaliers du Canada 


noncé de politique 


La présente politique de l'Agence des services frontaliers du Canada (ASFC) vise à appuyer les demandes 
de télétravail des employés, sous réserve de certaines conditions, lorsqu'il est possible d'accomplir la 
nature du travail sur le plan opérationnel et qu'il est rentable. 


ES 


E 1 oe 4 % ^ ES sS NN SY VY FY Ws 
Date d entree en vigueur 


La politique entre en vigueur le 1*' avril 2019 et elle doit être exécutée lorsque les critères de réussite sont 
en vigueur. 


L'ASFC s'est engagée à mettre en valeur le bien-être en milieu de travail ainsi qu'à faire place aux régimes 
de travail non conventionnels qui tiennent compte des progrés technologiques, de l'évolution de la culture 
du milieu de travail ainsi que de la sensibilisation croissante de la population à l'égard des répercussions 
environnementales et sociales des déplacements entre la maison et le travail. Le télétravail est un régime 
de travail flexible pouvant étre utilisé par la direction, à sa discrétion, en fonction de ce qui précéde. Cette 
option doit étre réalisable sur le plan opérationnel et contribuer à l'atteinte des objectifs de l'organisation. 


Le télétravail peut être avantageux tant pour l'organisation que pour les employés, notamment : 
I. La capacité d'attirer et de maintenir en poste des employés hautement qualifiés; 


2. Offrir diverses options pour équilibrer la vie professionnelle et la vie personnelle. 
Objectif 


Permettre aux employés de travailler à un autre endroit que le lieu de travail désigné, tout en continuant 
de contribuer à l'atteinte des objectifs organisationnels et à la rentabilité de l'ASFC. 
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Gestionnaire délégataire — gestionnaire de l'ASFC de niveau 3. 


Lieu de travail désigné — emplacement où l'employé devrait normalement travailler en l'absence d'une 
entente de télétravail. 


Télétravail — régime de travail officiel convenu par écrit dans le cadre duquel un employé remplit une 
partie ou l'ensemble de ses fonctions ailleurs qu'au lieu de travail désigné, et ce, de facon uniforme et 
périodique (p. ex. une journée par semaine), tel que précisé dans une entente de télétravail. Cela ne 
comprend pas des événements ponctuels oü un employé travaille à un endroit autre que le lieu de travail 
désigné. | 


CBSA - Released under the Access to Inf: 
k 


l'AG 


ASFC - Divulgation en vertu de la loi sur l'Accè 


formation 
ès 


Act 
l'informati: 


à l'information 


CBSA - Released u iid DOE mation Act 
ASFC - Divu sigan vertu de la oi ur l'Accès å l'information 


Exigences de la politique 


La participation au régime est facultative, c’est-à-dire qu'aucun membre du personnel ne peut être tenu 
de télétravailler. De même, le télétravail est un privilège et non un droit, et chaque cas sera traité 
séparément. Les critères de réussite devant être respectés avant la mise en œuvre d’une entente de 
télétravail sont les suivants : 


e L'approbation des demandes de participation au télétravail d'une entente de télétravail sera traité 
séparément; fera-cas-par-eas; 

e Les paramètres d'une telle entente doivent être consignés dans un formulaire de demande de 
télétravail; 

e Une entente de télétravail doit être remplie et signée par l'employé et par le gestionnaire 
délégataire avant le début de l'entente de télétravail; 

e Une copie de l'entente de télétravail doit être fournie å la Direction des relations de travail et de la 
rémunération; 

e L'entente de télétravail doit être révisée à tous les six mois; 

e L'entente de télétravail sera automatiquement révisée : 

o Si les priorités et les objectifs de travail ne sont pas respectés: 
o Conjointement avec le cycle de gestion du rendement; 

o Å la demande de l'employé ou du gestionnaire délégataire; 

o Encasd'urgence, à la demande du gestionnaire délégataire. 

e Les parties conviennent que les situations ponctuelles de télétravail ne sont pas visées par la 
présente Politique. De plus, le télétravail au titre de ladite politique ne doit pas servir à faciliter des 
obligations à temps plein en matiére de soins familiaux (p. ex. s'occuper d'un membre de la famille 
malade; s'occuper d'enfants durant des journées de perfectionnement professionnel). 


Avant l'approbation, et durant toute la durée de l'entente de télétravail, le gestionnaire délégataire doit 
veiller au respect et au maintien des conditions suivantes : 


e La nature du travail à effectuer doit convenir au télétravail; 

e Le travail å effectuer ne requiert pas l'impression de documents; 

e Il est toujours possible de joindre l'emplové par téléphone durant les heures de travail, 
conformément à l'entente de télétravail: 

e Un seul appareil (politique d'un appareil) peut être fourni à l'employé pour le travail å effectuer 
au lieu de travail désigné et de télétravail; 

e L'équipement requis doit être disponible; 

e Les performances du travail effectué par télétravail peuvent être mesurées objectivement; 


e La qualité et la quantité globales du travail effectué au lieu de télétravail doivent être soutenues et 
répondre pleinement aux attentes en matière de rendement; 

e Le télétravail ne doit avoir aucune incidence défavorable quant å la prestation des services au 
public; à la clientèle: 

e L'approbation du télétravail doit être rentable; 

e Le matériel utilisé pour le télétravail doit être conforme aux politiques pertinentes de l'ASFC; 


e Toutes les lois pertinentes, y compris la Partie I] du Code canadien du travail et ses règlements 
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connexes, les politiques, les lignes directrices, les modalités d'emploi, les conventions collectives 


et le Code de conduite sont respectés; 

e Les modalités de responsabilité concernant la gestion de l'information au lieu de télétravail 
répondent aux exigences en matiére de sécurité; 

e La sécurité ou la protection de l'information et d'autres actifs de l'ASFC ne sont pas compromises 
par le lieu de télétravail: 

e lin'y a aucun probléme de rendement ou de comportement: 

e Ily a d'autres problèmes relativement au Code de conduite qui ne sont peut-être pas liés au 
télétravail, mais qui exigent le retour de l'employé au lieu de travail désigné. 


Un manquement à ces exigences peut entrainer l'annulation de l'entente de télétravail. 
L'une ou l'autre des parties peut mettre fin à une entente de télétravail en fournissant un préavis de quatre 


semaines. Lorsque la direction met fin à l'entente, le gestionnaire délégataire doit fournir par écrit à 
l'employé concerné les motifs de la fin à l'entente. 


L'ASFC doit fournir à l'employé le matériel et les fournitures jugés nécessaires pour l'exécution des 
tâches attribuées. 


Le gestionnaire délégataire (superviseur) et l'employé en télétravail sont responsables de respecter leurs 
obligations respectives découlant de la Politique sur le télétravail et de l entente connexe. 


e Consulter, au besoin, les Relations de travail en cas de question sur les droits et U ai d'un 
employé en télétravail; 

e S'assurer que l'employé satisfait aux conditions décrites dans la section des exigences de la 
Politique avant d'approuver une entente de télétravail. et que ces conditions sont respectées tout 
au long de l'entente; 

e S assurer que l'employé a pris connaissance de ses abad ons quant à la Partie II du Code 
Canadien du travail et vérifier les conditions de travail de l'employé: afin d'identifier Îles 
préoccupations quant aux normes de santé et de sécurité: 

e 5 assurer que les formulaires de demande de télétravail sont envoyés à la Direction des relations 
de travail et de la rémunération. En cas de refus, le gestionnaire délégataire consignera ses motifs 
par écrit, à l'employé; 

e Déterminer le matériel et les fournitures nécessaires pour exécuter les tâches attribuées; 

e Prendre les mesures nécessaires en vue de l'installation, de l'entretien, de la réparation et de la 
récupération du matériel fourni (à la fin de l'entente de télétravail). 


e Examiner et comprendre la présente politique, et s’y conformer; 

+ Respecter toutes les lois pertinentes, telles que la Partie I] du Code canadien du travail et ses 
réglements connexes, les politiques, les lignes directrices, les modalités d'emploi, les conventions 
collectives et le Code de conduite; 

e S assurer que son lieu de télétravail : 

o Est un lieu de travail convenable, de sorte que I employe pourra se conformer a la présente 
politique et à son entente de télétravail; 
o Est conforme aux règlements municipaux de zonage: 

Satisfait aux exigences en matière de santé et de sécurité énoncées dans la partie II du Code 

canadien du travail et ses règlements d'application. 

e Lors du télétravail, l'employé doit : 

o Satisfaire aux exigences en matière de santé et de sécurité énoncées dans la partie II du 
Code canadien du travail et ses réglements d'application; 

o Protéger tout renseignement de nature délicate ainsi que les actifs de l'ASFC et satisfaire 
à toutes les exigences de sécurité, conformément à la politique pertinente; 

o Payer les frais afférents liés au télétravail (p. ex. assurance, chauffage, eau, services 
Internet, etc.). 

e Informer immédiatement le gestionnaire (superviseur) de toute exigence qui n'est plus satisfaite 
ou s'il soupconne que cette exigence n'est plus satisfaite; 


e Payer les frais afférents liés au mobilier de bureau (p. ex. bureau, chaise, table d'ordinateur, etc.) 
du lieu de télétravail. 


© 
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Directeur général, Relations de travail et rémunération 


e Fournir des conseils et de l'orientation sur la facon d'appliquer la présente politique: 
e Fournir des rapports sur les ententes de télétravail en vigueur conformément å la présente politique; 
e Evaluer et mettre à jour la présente politique à intervalles réguliers.=. 


g 


Surveillance et rapports 


Les Relations de travail superviseront l'efficacité de la politique en évaluant l'utilisation qui est en est 
faite et la conformité avec les exigences de la politique. 


p 
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Principaux ouvrages de référence 


e Code canadien du travail 

e Code de conduite 

e Conflit d'intérêts et aprés-mandat 

e Politique sur la sécurité de l'information 

e Politique sur l'utilisation des ressources électroniques 

e Politique sur la sécurité des technologies de l'information (TD 
e Loi sur les relations de travail dans le secteur public fédéral 
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e Conventions collectives pertinentes 
e Politique sur la sécurité 
e Utilisation appropriée des réseaux électroniques 


Demandes de renseignements 


Veuillez faire parvenir toute demande de renseignements sur cette politique aux Relations de travail. 


à l'information 


Pratt, Lisa 


From: Wilmot, Karen 

Sent: | May 8, 2019 11:54 AM 

To: Martin, Geoffrey; Macklin, Rhonda; Bartram, Christine; O'Bertos, Lyle; Davidson, Dan: 
Kane, Darryl; Glowa, Jessica; Duncan, Warren; Haeckel, Bethany 

Cc: Axten, Bill; Choo, Weiwen; Klatt, Andrew; Conroy, Kristine; Valentine, Greg; Wozny, Brad 

Subject: HHB Infrastructure - Next steps 


Hi everyone, 
To ensure that we are all on the same page regarding the HHB infrastructure situation, here is a quick update: 


e Mangers have reviewed requirements and have identified gaps — all managers 

e Options have been proposed that include a combination of telework, desk sharing, new workstation installation 
board room reconfiguration, alternate work locations — all managers 

e Infrastructure is working with McCrums on design reconfiguration — Karen to follow up on status 

+ Request to be submitted to Infrastructure to look at fit up needs for Intel boardroom, Hearings room and 6" 
floor — Karen to submit new request | 

e Request for IT equipment needs is being submitted — Bill to submit this request 

e Briefing with Brad on proposed options — Bill and Karen to participate and present proposed options 

e Messaging for staff — Karen to draft a message for Brad to communicate to employees regarding the current 
status | 

e inthe interim, we will still have some workspace pressures while we push this forward. For those in room 170 
who do not have a desk, please speak to Christine, Geoff or Rhonda regarding vacant workstations in room 
156. There is currently a vacant workstation, in addition, there are several employees who are working part 
time or are on extended leave. | 


} 


Please let Bill and | know if you have any questions in the meantime. 


Thanks, 
Karen 
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Pratt, Lisa 


From: Campbell, Brenda 

Sent: May 16, 2019 11:49 AM 

To: Senkow, Cheryl; Wozny, Brad 

Cc: Wilmot, Karen; Scott, Michael T; Pratt, Lisa 
Subject: RE: HHB 


Hi Cheryl, | 

| agree with the suggestion that Karen made; we have no formal telework agreements at this time. Otherwise, it gives a 
brief overview of our situation. 

Thank you, 


Brenda Campbell 


A/Director, Trade Operations Division, Operations Branch 
Canada Border Services Agency / Government of Canada 


BrendaH.Campbeli@cbsa-asic.gc.ca/ Tel: 587-475-4315 / TTY: 866-335-3237 


Directrice intérimaire, Division des opérations commerciales, Direction générale des opérations 
gence des services frontaliers du Canada / Gouvernement du Canada 
BrendaH.CampbellØcbsa-asfc.gc.ca i Tél. 587-475-4315 / ATS: 866-335-3237 


From: Sehkow, Chery «Cheryl. ee asfc.gc.ca» 

Sent: May 16, 2019 9:45 AM 

To: Wozny, Brad «Brad.Wozny @cbsa-asfc.gc.ca>; Campbell, BrendaH <BrendaH.Campbell@cbsa-asfc.gc.ca> 

Cc: Wilmot, Karen <Karen.Wilmot@cbsa-asfc.gc.ca>; Scott, Michael T <Michael.Scott@cbsa-asfc.gc.ca>; Pratt, Lisa 
<Lisa.Pratt@cbsa-asfc.gc.ca> 

Subject: FW: HHB 


As per Karen's recommendation, | am providing you with the HHB portion of the Scenario Note Regional Programs is 
preparing for the President’s visit on May 22 to Calgary. Your review and any additional comments on content are most 
appreciated. Ås usual, we are under a tight timeframe and would appreciate your response no later than 11:30 CST (the 

sooner the better!) If we don't hear back, we will proceed with this content for submission to the RDGO. There may be 
additional revisions at that level. 


Thanks kindly. 


Cheryl Senkow 

M dein be dem Officer / Operations Branch 

Cana a Bo der Services Agency / Government of Canada 

Cheryl Senkow@cbsa-asic.gc.ca / Tel : 204-983-6325 / TTY : 1-866-335-3237 
Agente régionale aux programmes / Direction générale des opérations 


Agence B services Sine er du Ares / Gouvernement du Ca MN 
Cheryl. Senkow (9 cbsa-asfc. obs 1, : 204-983-6325 / TTY : 1-866-335-3237 
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From: Wilmot, Karel ren VV NilmotGd :Dsa-astc.gc.ca» 
Sent: May 16, 2019 10: 36 AM 

To: Scott, Michael T <Michael Scott@chsa-asfc.gc ca>: Senkow, Cheryl «Cheryl. Senkow P cbsa-asfc.gc.ca» 
Subject: Re: HHB 


Hi Michael, 
This is an accurate description of the situation. Great job capturing this Cheryl. I would just ask for one 
ammendment- please change telework to alternate work arrangements are under consideration. To my 


knowledge no formal telework arrangements are in place. 


This will obviously need to also be reviewed by Brenda Campbell and Brad Wozny to ensure that they are in 
agreement with its content. 
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Original Message 

——— Å EPPO] IIPSGAGE mcm tm 


From: "Scott, Michael T" «Michael.Scottcbsa-asic.gc.ca? 
Date: 2019-05-16 9:26 AM neigt 06: 6:00) 

To: "Senkow, Cheryl" <Cheryl.Senkowcb 
Ce: "Wilmot, Karen" «karen. Wilmot! 
subject: RE: HHB 


GREAT work Cheryl! 


ARA ri ace EILZAYAS CQYXGAP TAN QUIE Å REE A EAS 
Karen, copied for you to review and advise/confirm. 


Thanks, 
Michael 


From: Senkow, Cheryl «Cheryl. Senkowtcbsa-asfc.gc.ca» 
Sent: May 16, 2019 10: vd AM 

To: Scott, Michael T «iv HEN: hac ael. Scotti OC! DECE asic. £CCa> 
Subject: HHB 


Accommodations at Harry Hays Building, Calgary 

In April 2017, CBSA Regional Operations including the Regional Director General’s Office (RDGO), 
Enforcement and Intelligence Operations Division (EIOD), Trade Operations Division (TOD) and the 
employees of Corporate and Program Services Division (CPSD) were relocated to the Harry Hays Building 
(HHB) in Calgary, as part of a Deficit Reduction Action Plan initiative to consolidate space and comply with 
Workplace 2.0 requirements. In May 2017, employees brought forward concerns of health and safety issues and 
disruptions in the office related to vibrations and noise levels. Public Service and Procurement Canada (PSPC) 
was made aware of the issue. To ensure due diligence, and err on the side of caution, all employees were 


2. 


relocated to alternate locations. Interim remediation work was completed between August 2017 and November 
2018. PSPC did not investigate further as they consider the vibration and noise levels at the top level of the 
appropriate standard. 


Employees from HHB were moved within CBSA’s footprint to Calgary Airport and Calgary Commercial, as 
well as within unaffected space in EIOD and the 6th floor at HHB. In January 2019, non-Section 6 employees 
were moved from the Calgary Airport and Calgary Commercial offices back to HHB swing space which 
created significant accommodation pressures which are impacting employees. At this time, the space does not 
meet business and operational needs. Accommodation pressures are being managed with shared workstations 
and telework arrangements. 


PSPC has confirmed there is no inventory in Calgary for CBSA to occupy temporarily and CBSA is not able to 
go to market for a lease due to the time and cost of the process. A long term accommodation strategy includes a 
swap of space from the 1st floor to the 4th floor while maintaining meeting rooms, the lunchroom and file bay 
in a portion of the current 1st floor space. PSPC provided a high level cost estimate of $2.2M for this long-term 
concept on the 4th floor at HHB with a time to complete estimated at 18-24 months. Real Property West and 
HQ Accommodations will seek funding from FIMC in May 2019 and continue to work with PSPC to evolve 
the long-term concept. *For further information, an Issue Fact Sheet is available 
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Pratt, Lisa 


From: Wilmot, Karen 

Sent: May 21, 2019 11:53 AM 
To: Wozny, Brad 

Subject: | FW: HH Workspace 


Here you go. Numbers are on the bottom of the message. 
We have only proceeded with the DFI lab conversion to the HRG desk and two travel desk employees. The remainder of 
the plan is on hold until we have approvals to proceed. 


Thanks, 
Karen 


From: Wilmot, — | 
Sent: May 9, 2019 8:48 PM | 
To: Wozny, Brad <Brad.Wozny@cbsa-asfc.gc.ca>; Axten, Bill <Bill Axten@cbsa-asfc.gc.ca> | | 
Subject: RE: HH Workspace | 


Hi Brad and Bi 


indi — | that I ran out of time to get this out earlier, so please add in anything that I have missed or correct 
anything if I have not captured our discussions correctly. 


Further to our meeting «today, below are the matters that will require your attention and escalation: | 


s Infrastructure will need to provide an update and timeline on our oe capacity beyond room 170 and room 
156 — this is a priority as it influences all other planning. Specifically 
"floor lunchroom ~ confirm d: ata lines installed, missing d 
o East side — will we have access to the lunch room, meeting rooms, and to the potential 17 workstations? 
If yes, when? 
Management partic kd ion in a walk-through of the 4" floor space for future planning. We tentatively 
think p intel and the OSU may be best suited for that move, but there will p some special space 
requirements that d complicate that plan 
e infrastructure advised that they will follow up with McCrums on design reconfiguration of the DFI room, 
Rhonda's desk and the 52 termin »" to install new workstations —this is a priority as we need to have wor pple 
sis RG on June 1° 
9 frastructure will be required to contact McCrums for an assessment of the Intel boardroom, Hearings room 
and document lab to determine what capacity they have to accommodate workstations, includin ng data drops — 
this is also a priority, as this space is needed critically 
e Infrastructure will need to also coordinate the following for the above spaces: 
o identification and movement of furniture - recommend using the existing extra furniture fro m the 
vacated East side of the n ice 
o Coordination with IT and SSC on the data and phone line installs 
o Arranging for all contractors required to perform the work, including escorts as required 
ne immediate space pressures (need space for 19) the following steps can be taken: 
Q zi. nanagers advised to check room 170 and room 156 when an employee who does not currently have 


3 desk n eeds one as there are pockets of space due to employee absences 
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From: Wozny, Brad 
Sent: May 7, 2019 1:56 PM 
To: Axten, Bill «Bill. Axten@cbsa-asic.gc.ca> 


Cc: Wilmot, Karen <Karen Wil ImotØcbsa- asfc.gc.ca»; Choo, Weiwen <Weiwen.Choo @cbsa-asic.gc.ca 
Subject: RE: HH Workspace 


OK, looks good. I will want all of us to meet to discuss. I cant today. Perhaps tomorrow sometime. I also want all AD's 
present. 


From: Axten, Bill <Bill iLAxten@cbs: sa-asfc.gc.ca» 

Sent: May 7, 2019 2: 53 did 

To: Wozny, Brad «Brad. Wozny @cbsa-asic.gc.ca> 

Cc: Wilmot, Karen «Ka ren. Wilmot@cbsa- med c.ca»; Choo, Weiwen <Weiwen.Choo@cosa-asic.gc.cé 


BB cien SD re AR IDA AN ver 


Subject: HH Workspace 


Brad, just a heads-up we are going to start moving forward (slowly) with freeing up desk space for a couple employees. 
As of next week (Tuesday or Wednesday) Lyle O'Bertos will be moving to my office on the 6" floor and Karen and I will 
be sharing the desk I currently hold. | 


This will only free up 2 desks but it's a start. 
We are looking for a total of 19 new work spaces. 


Karen and I will also be meeting with infrastructure next week to follow up on the following options — 
HRG Rep / Travel desks — 3 desks 
6" floor — 3 - 4 desks 
Intel Board Room — 4 - 5 desks 
New Desk between Rhonda and Geoff — 1 desk 
Document Lab — 1 — 2 desks 


Hearing Work at Home — 3 desks 


If we are able to pull of the above together we should be ok as there are a couple options available with Intel O's and 
[A’s. 
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Desks 


Proposal 


HRG desk + 2 desks 


Document Lab 


1-2 desks 


0 setup 
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Workplace 2 


Between Geoff and 
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Pratt, Lisa 


From: Pinto, Stephanie 

Sent: January 24, 2018 11:32 AM 

To: PRA CBSA-ASFC Hearings Calgary. AllUsers 
Subject: Stand-up meeting summary - 18 January 2018 
Attachments: stand-up meeting minutes 18 January 2018.docx 


Stephanie Pinto | 

Hearings Officer, Hearings and Appeals, Enforcement and Intelligence Operations Division 
Canada Border Services Agency / Government of Canada 

Stephanie. Pinto@chsa-asfc.ac.ca I Tel: 587-475-4212 / Cell: 403-828-0095 / TTY: 866-335-3237 


Agent d'audiences, Section des audiences et d'appels, Division des opération de l'exécution de la loi et du renseignement 
Agence des service frontailers du Canada / Gouvernement du Canada 
stephanie. Pinto cbsa-asíc.ac.ca I Tél: 587-475-4212 / Tél cell. 403-828-0095 / ATS: 866-335-3237 


? A question was asked about the working from home policy. It was noted that the Enforcement 
Manager was permitted to take files home for a few days for review. Dan responded that there is 
currently no telework policy and it is only allowed under special circumstances. The HQ policy has not 
been updated for many years and uses the Customs standard which requires a certain standard of home 
security. Permission may be granted under special situations such as Jordan having 60 files to get 
through. ! 


Pratt, Lisa _ 


From: Smith, Jean-Pierre 
Sent: April 12, 2019 12:52 PM 
To: Davidson, Dan 


Cc: Choo, Weiwen; Wolski, Steven; Axten, Bill 
Subject: RE: Deployment of Samsung S9+ Phones 


Hello Dan. 


Please let me know what you find out as I am curious how EIOD will respond to telework requests. 


Thank You 
lean Pierre Smith 


IT liaison officer, Operations Branch 
Canada Border Services Agency / Government of Canada 


Jean-Pierre Smith@cbsa-asfc.gc.ca / Tel: 204-983-6996 / TTY: 866-3 


Agent de liaison TI, Direction générale des opérations 
Agence des services frontaliers du Canada / Gouvernement du Can 


Jean-Pierre. SmithØcbsa-asfc.gc.ca / Tel. : 204-983-6996/ ATS : 866 


ada 


530027 


From: 'Oavidsoi. Dan 

Sent: April 12, 2019 12:40 PM 

To: Smith, Jean-Pierre 

Cc: Choo, Weiwen ; Wolski, Steven ; Axten, Bill 
Subject: RE: Deployment of Samsung S94 Phones 


H 


i am unsure about the telework at this time, but you raise a good point. I 


From: Smith, fear piene pM Pierre. Sm ith@cbhsa-asfc.gc.c 
Sent: April 12, 2019 11:04 AM | 

To: Davidson, Dan <Dan Davidson@chsa-asfc ace C.Ca> 

Cc: Choo, Weiwen <Weiwen.Choo@chbsa-asic.ge. 
<BillAxten@cbsa-asfc.gc.ca> 


Subject: RE: Deployment of Samsung S9+ Phones 


Hella Dan. 


| can cross reference the hearing officer distribution list and determine who has blackberry's. Onc 


suggest we do the following: 


Order on call cell phone 


a> 


nnn Y 


"rar 


2¢.ca>; Wolski, Steven «Steven. Wolski @cbsa-asic.gc 


rennes 


SLC 


will discuss further with Bill next week. 


a>; Axten, Bill 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Thank You 


(————————Á————————8————————————————————— 


Agent de liaison 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 
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From: Smith, rer piirre: <jean-Pierre Smith@cbsa-asic.gc.ca> 
Sent: April 3, 2019 8:03 AM 
To: Duncan, Warren <Warr (Q chsa-asfc.gc.ca»; Wilmot, Karen 


«Karen. Wilmot@cbsa- B P a>; O' Bertos, b. Doi Dan <Dan.! pe asic.gc.ca>; Martin, Geoffrey 


«Geoffr eq Marna ease et gc.ca»; Bartram, Christine — bartram@cbsa: asfc.gc.ca»; re Darryl 
«Darryl. Kane (ct Sa aste, c.ca>; Haeckel, Bethany <Bethanv.Haeckel sfc.gc.ca»; Conroy, Kristine 


m Ca»; Valentine, 2o eg. area IE = .£c.ca»; Barry, Curtis 


c.ca>; Wong, Janie «Janie. Wong@chsa-asfc.sc.ca Kreller, Darren <Darren.KrellerØcbhsa- 
astc.gc.ca»; pre Brad <Brad.WoznyØcbsa-: rm gc.ca»; Scott, rar po SON Scott@cbsa-asic.gc.c 
Chammartin, Matthew <Ma tthew.Chammartin@cbsa-asic.gc.ca>; Barnabe, Marnie <Marn ie Barnabe@ asfc.gc.ca» 


Klatt, Andrew <Andrew.Klatt Øcbsa-asfo.gc.ca>; McEvoy, Pat «Pat. McEvoy(? cbsa-asfc.gc.ca»; Stefaniuk, Richard 
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CBSA - Released u id dd mation Act 
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<Richard Stefa niuk ar bsa- asic. DELLE” 


Cc: Pratt, Lisa dics Pa c.2¢.ca>; Andres, Philip <Philip.Andres@chsa-asic.ec.ca> 
Subject: Deployment of Samsung S94 Phones 


Hello Everyone 


You will soon receive a Samsung S9+ as a replacement for your existing Blackberry Smart phone. Given the 
significant difference between these devices | wanted to make you aware of a number of new features and 
remind you of our current device policies. 


LA a $ 
Policies: 
e 1 on the Acceptable User of Cellular Devices V2.0 


iR gu R0 go ko GALA. OP SNC QR DR $^ E Ain så £% A oue. 
E dem, Å pm 1% FS SØN SN y / % å 

e Policy on Acceptable Network and Device Use 
NAD OOOO RRA IOAN IR II KAI EI DR A URDU RASA IISV LI IST SIRIS RA. 


DT NE NG PE Eds 
e Guideline on Acceptable Network and Device Use 


PIG PBN IP IDI ILBLDSL OO ÉD PIED PRAET, ARRAN 


New Features: 


* Support for BBM. This is the preferred GoC messaging application. Please use the following link to sign 
up for access. Click here for more info 


e Android phones use Knox to separate the system into a work area and a personal area. This allows for 
you to install applications such as Google Maps in your personal area while still having a secure area 
for work email. 

e Encrypted email support. You can read/reply to encrypted email 

e Word and Excel Support 

e Fingerprint reader support to unlock your device (password needs to be entered every 72 hours) 


e Built in Wi-Fi Hotspot (Data limits are still in place) 


e Bluetooth is enabled by default but should be limited to scenarios where you cannot hold the phone. 
(Such as driving) 


Limitations: 


e Calendar attachments cannot be viewed on your smartphone 
e Apollo is not currently accessible. 


Other Resources: 


| 
e Using an Android Device | 
Thank You 


Jean Pierre Smith 


IT liaison officer, Operations Branch 
Canada Border Services Agency / Government of Canada 
Jean-Pierre.Smith (Q cbsa-asfc.gc.ca / Tel: 204-983-6996 / TTY: 866-335-3237 


Agent de liaison TI, Direction générale des opérations 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Jean-Pierre.Smith 9 cbsa-asfc.gc.ca / Tél. : 204-983-6996/ ATS : 866-335-3237 


Pratt, Lisa 


From: | Davidson, Dan 

Sent: April 23, 2019 04:51 PM 

To: Bartram, Christine; Martin, Geoffrey; Macklin, Rhonda; O'Bertos, Lyle; Haeckel, Bethany; 
Kane, Darryl; Duncan, Warren 

Cc: Axten, Bill; Wilmot, Karen 

Subject: RE: HHB re-configuration - plan due by noon Friday April 26th 

Attachments: Floor plan numbered with phasing.pdf 


This might work. 


| am away from the office on Thursday, returning on Friday. The only thing I ask, is that if we charge ahead with this 


idea, is that Hearings is located in one section or corner of the office, together, rather than the hodgepodge that | am 
currently living with. 


Without extra space, this is an exercise in futility. I might be able to have about 3-4 HO's work from home and share 
desks, if IT will provide me wi ih some of the laptops I requested last year, or those that were promised three years ago. 
| am currently down a few positions that I need to backfill ASAP. If we do not expand the office space by a minimum o 
3-4 for hearings. I will need to look at other options, such as work from home. 


| am happy to provide some input on this matter to assist the A/D's with this hive ing exercise, but ultimately short of 
shuffii ng some people around, and causing some upset with staff, I am not sure what this will accomplish. | immediately 


Eu 


Ful 


require, 16 spaces, but as I said, I have not hired, waiting for the infrastructure solution that has not come for 19 
ae | wili require a total of 19 -— s/desks in the very near future. I will be hiring 3 HO's ASAP, (two are currently 


filled by actors). I have two positions on LWOP (not backfilled) that will be returning soon. | included i in my numbers is 
e student set to arrive in 1 week. 


In my opinion, leave things as they are. This exercise feels like a distraction technique that does nothing to address the 


elep inset n the room. It will only serve to highlight the inadequacies of our current situation further. Staff have 
reluctant! ya ccepte HR he current situation, believing that it will be resolved. This will only serve to annoy everyone 
ka and It will appear as if this is the permanent solution. Let's put our efforts into resolving the issue and getting us 


back to a ha tioning o m ;e with the appropriate amount of space to meet our operational needs. 


If you would like to meet tomorrow afternoon, I am available. I will be in the office on Friday. 


y Dan Davidson 

O Program Manager, Hea Igs and Appeals, Enforcement and Intelligence Operations Division 
Canada Border Services Agency "E Government of Canada 
dan.davidson@cbsa- asic (odo f Tel cse 587-475-4219 Cell / TTY: 866-335-3237 

Gestionnaire du programme regional, Section des audiences ef des appels, Division de l'exécution de la lol ef 
du rensegne ment Agence des service frontaliers du Canada / Gouvernement du Canada 
dan.davidson&cbsa-astfc.gc.ca /Tél: 587-475-4219/ Tél cell. / ATS: 866-335-3237 
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From: Bartram, Christine 

Sent: April 23, 2019 3:10 PM 

To: Martin, Geoffrey ; Macklin, Rhonda : O'Bertos, vis: Davidson, Dan ; Haeckel, Bethany ; Kane, Darryl ; uns 
Warren 

Subject: RE: HHB re-configuration - plan due by noon Friday April 26th 


Who has an electronic version of the floor plan 


Christine Bartram 

Manager, Enforcement and in itelligenc ce i — Divisio 

Canada Border Services Agency / Government of Canad: 

Christine. Bartram Qcbsa-asfc.gc.ca / Tel: 7 -475-4355 / Cell: TTY: 866-335-3237 


2” 


Christine Bartram 

Gestionnaire, Division des opérations de l'exécution de la loi et du renseignement 

Agence des services frontaliers du C Se / Gouvernement du Canada 

Christine. Bartram@chsa-asfc.gc.ca / Tél: 587-475-4355 / Cell: J ATS: 866-335-3237 
From: Wilmot, Karen <Karen.Wilmot@cbsa-asfc.gc.ca> 

Sent: April 23, 2019 2:57 PM 

To: Martin, Geoffrey <Geoffrey.Martin@cbsa-asfc.gc.ca>; Macklin, Rhonda <Rhonda.Macklin@cbsa-asfc.gc.ca>; 
Bartram, Christine <Christine. Bartram @cbsa-asfc.gc.ca>; O'Bertos, Lyle ; Davidson, Dan <Dan.Davidson Øcbsa- 
asfc.gc.ca>; Haeckel, Bethany <Bethany.HaeckelØcbsa-asfc.gc.ca>; Kane, Darryl <Darryl.Kane@cbsa-asfc.ge.ca>: 
Duncan, Warren <Warren.Duncan@cbsa-asfc.gc.ca> 

Cc: Axten, Bill <Bill Axten@cbsa-asfc.gc.ca>; Klatt, Andrew <Andrew.Klatt@cbsa-asfc.gc.ca>; Valentine, Greg 
<Greg.Valentine@chsa-asfc.gc.ca> 

Subject: HHB re-configuration - plan due by noon Friday April 26th 

Importance: High 


Hi HHB management team, 


In light of the need to identify a suitable workspace for the HRG representative, there will be a need to re-configure the 
space in room 156. Brad, Bill and I are in agreement that we will use this as an opportunity to re-configure the existing 
EIOD footprint at HHB. Please sit down as a management team with the floor plan to determine how best to place our 
employees to meet operational needs without increasing our space allocation. 


Given that our timelines are tight, please have a plan ready for us to review by noon on Friday, April 26". 


Thanks, 
Karen 


CBSA - Released u eee oe n Act 
ASFC - Divu sugen vertu de la " ur l'Accès à l'information 


Pratt, Lisa 


From: Wilmot, Karen 
Sent: April 25, 2019 01:23 PM 
To: Davidson, Dan; Bartram, Christine; Martin, Geoffrey; Macklin, Rhonda; O'Bertos, Lyle; | 
Haeckel, Bethany; Kane, Darryl; Duncan, Warren | 
Cc: | Axten, Bill; Klatt, Andrew; Valentine, Greg | 
Subject: UPDATE - RE: HHB re-configuration - plan due by noon Friday April 26th | 
| 
Importance: High | 


Hello HHB team, 


v^ 


For those who Me not For be aware, the RDG just had a meeting with the OHS committee. A decision has been 
made that we will not be relocating to the Eas t side of the office. A message will be coming out to all employees shortly. 


in light of this announcement, we need to look at the EIOD needs for the next 24 months. This tasking will therefore 
become more comprehensive and that you spend next week working on this in order to present me and Bill with 
proposal that addresses the following: 


e Getting our work units seated into functional areas, rather than having our employees dispersed throughout 
HHB 

e Clearly identify our current seating needs (e.g. current employees, funded planned hires (including FB 01's, HRG 
rep, TFW funded positions, current vacant positions), and students) 

e Articulate known future growth in the next 24 months that may not be captured above 

e Telework and working from alternate work locations (e.g. Calgary airport for IO's) can all be considered 
provided there is a clear plan for appropriate management oversight and to ensure that our work towards 31 
integration is not compromised. 

e identify other needs (e.g. special purpose space, meeting rooms, etc.) 


This exercise will allow us to maximize our existing footprint and determine what additional space requirements are 
needed. Once we have a clear picture on these needs, Bill and I will work with Brad and Infrastructure to develop a plan 
å 


+ 


tion. 


While this will still take some time to get us to an ideal state, please be aware that this is a significant and positive 
development for a decision to have been made on the space and it will allow us to now move forward. 


Thanks, 
Karen 


Eom: Davidson, Dan 

Sent: April 23, 2019 3:51 PM 

To: Bartram, Christine ; Martin, Geoffrey ; Macklin, Rhonda ; O'Bertos, Lyle ; Haeckel, Bethany ; Kane, Darryl ; Duncan, 
Warren 

Cc: Axten, Bill ; Wilmot, Karen 

Subject: RE: HHB re-configuration - plan due by noon Friday April 26th 


This might work. 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 
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Bartram, Christ 


April 23, 2019 3 
To: Martin, Geoffrey «Geoffrey. 
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Haeckel, Bethany <Bethany.HaeckelØcbsa-asfc.g 
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Macklin, Rhonda «Rhonda.Mack! 


Davidson, Dan <Dan.DavidsonØcbsa-asfr.ec.ca> 
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O'Bertos, Lyle 


Kane, Darryl <Darryl.Kane Øcbsa-asfc.gc.ca>; Duncan, Warren <Warren.Duncan@cbsa-asfc.gc.ca> 


Subject 


- plan due by noon Friday April 26th 


ION 


* 


RE: HHB re-configurat 


* 
* 


vision 


f" 
$, 


1 


zs 


p 


ent and Intelligence Operation 
asfc.gc.ca / | 


FOO ME 


- 


cosa 


EN 


Christine. Bartram 


CBSA - Released under the Access to Information 
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Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'inform: 


Christine Bartram 


Gestionnaire, Division des opérations de l'exécution de la loi et du renseignement 
Agence des services frontaliers du Canada / Gouvernement du Canada 
Christine.Bartram @cbsa-asfc.gc.ca / Tél: 587-475-4355 / Cell: / ATS: 866-335-3237 


From: Wilmot, Karen «Karen. WilmotØcbsa-asfc.øc.ca | 
Sent: April 23, 2019 2:57 PM | 
To: Martin, Geoffrey «Geoffrey. Martin? cbsa-asfc.gc.ca»; Macklin, Rhonda <Rhonda. Macklin@cbsa-asfc.gc.ca>: 
Bartram, Christine «Christine.Bartram( cbsa-asfc.gc.ca»; O'Bertos, Lyle ; Davidson, Dan <Dan.Davidson@cbsa- 
asfc.gc.ca»; Haeckel, Bethany <Bethany.HaeckelØcbsa-asfc.gc.ca>; Kane, Darryl «Darryl.Kane 9 cbsa-asfc.gc.ca»; 
Duncan, Warren <Warren.Duncan@cbsa-asfc.gc.ca> 

Cc: Axten, Bill <Bill Axten@cbsa-asfc.gc.ca>; Klatt, Andrew <Andrew.Klatt@cbsa-asfc.gc.ca>; Valentine, Greg 
«Greg. Valentine cbsa-asfc.gc.ca» 

Subject: HHB re-configuration - plan due by noon Friday April 26th 

Importance: High 


Hi HHB management team, 


In light of the need to identify a suitable workspace for the HRG representative, there will be a need to re-configure the 
space in room 156. Brad, Bill and I are in agreement that we will use this as an opportunity to re-configure the existing 
EIOD footprint at HHB. Please sit down as a management team with the floor plan to determine how best to place our 
employees to meet operational needs without increasing our space allocation. 


Given that our timelines are tight, please have a plan ready for us to review by noon on Friday, April 26°. 


Thanks, 
Karen 
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From: Davidson, Dan 

Sent: May 1, 2019 10:00 AM 

To: King, Catherine; Osterling, Tony; Holden, Natalie; Stathakos, Pete; Braden, Cheryl; 
Swainson, Tristan; Watson, Shannon 

Subject: Work from home possibility 


Greetings, 


It appears that there is no immediate or permanent solution to our infrastructure challenges. Management is 
considering numerous options, that include the possibility to work from home. 


The ability to work from home may be an option for RPD and IAD Hearings Officers. This would involve having an 
assigned laptop and secure briefcase. You would be expected to bring the case and laptop back and forth. There will be 
2 people sharing a desk with a docking station. Thus you would be expected to be in the office for 2 and 3 days a week. 
Recognizing that this option will not work for all staff, depending largely on your own personal circumstances and 
working preferences, we are seeking volunteers. At this stage it is being considered as on option amongst others, but no 
final decisions have been made. In order to access the feasibility of such an option, I will need to understand how many 
may be able to work from home. 


Please let me know by 9AM tomorrow if you are able and willing to work from home for 2 or 3 days a week. 


Dan Davidson 
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Pratt, Lisa 


Subject: Follow-Up | HHB Re-Configuration 

Location: Rm 104.5A | Boardroom across the hall 

Start: Thu 2019-05-02 12:00 PM 

End: Thu 2019-05-02 01:00 PM 

Recurrence: (none) 

Meeting Status: Accepted 

Organizer: Choo, Weiwen 

Required Attendees: Martin, Geoffrey; Davidson, Dan; Bartram, Christine; Macklin, Rhonda; O'Bertos, Lyle; 
Haeckel, Bethany; Kane, Darryl; Duncan, Warren 

Optional Attendees: Axten, Bill; Wilmot, Karen; Valentine, Greg 


Follow-up meeting to Tuesday's discussion. 


Please note: Meeting location is in Rm 104.5A (boardroom across the hall) 


From: Wilmot, Karen «Karen. Wiimot@cbsa-asic.gc 
Sent: April 25, 2019 12:23 PM 

To: Davidson, Dan <Dan.Davidson@cbsa-asic.gc.ca>; Bartram, Christine «Chri - ine. Bartram @cosa-asic.ec.ca>; Martin, 
Geoffrey <Geoffrev. Martin Øcbsa-asfc.gc.ca>; Macklin, Rhonda <Rhonda.Macklin@cbsa-asfc.gc.ca>; O'Bertos, Lyle ; 


Jo ka uos jethan yards 2 sfc.ec.ca>; Kane, Darryl «Darryl. Kane@cbs TaT gc.ca>: Duncan, Warren 
Ce: Aten rm rever n n ca»; Klatt, Andrew «Andrew Klatt@cbsa-asfc gc.ca>; Valentine, Greg 
«Grog. Val: entine @c Ds: jd -asfc. oc Ca» 


Subject: UPDATE - RE: HHB re-configuration - plan due by noon Friday April 26th 
Importance: High 


Cad» 


For those who may not already be aware, the RDG just had a meeting with the OHS committee. A decision has been 


i. 


made that we will not be relocating to the East side of the offic e. A message will be coming ou tt all employees shortiy. 


In light of this announcement, we need to look at the EIOD needs for the next 24 months. This tasking will therefore 
become more comprehensive and that you spend next week working on this in order to present me and Bill with a 
proposal that addresses the following: 


e Getting our work units seated into functional areas, rather than having our employees dispersed throughout 
HHB 
e Clearly identify our current seating needs (e.g. current employees, funded planned hires (including FB OT 's, HRG 
rep, TFW funded positions, current vacant positions), and students) 
e i ulate known future growth in the next 24 months that may not be captured above 
elework and workit DE: from alternate work locations (e.g. Calgary airport for IO's) can all be considered 
Ense there is a clear plan for appropriate managemer ht oversight and to ensure that our work towards 31 
integration Is no ee 


> T4 


————ÓÓ———— NODOUOUODUOUC 


SSS SSS SSS SSS 


CBSA - Released under the Access to Information Act 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 
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CBSA - Released u iid pe n Act 
ASFC - Divu sugen vertu de la aa ur l'Accès å l'information 


Gestionnaire du programme regional, Section des audiences et des appels, Division de l'exécution de la loi et du 
rensegnement Agence des service frontaliers du Canada / Gouvernement du Canada 
dan.davidson@cbsa-asic.gc.ca /Tél: 587-475-4219/ Tél cell. / ATS: 866-335-3237 
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From: Bartram, Christine <Christine. Bartram (2 cbsa-asfc.gc.ca» | | 
Sent: April 23, 2019 3:10 PM 


LÉ 


To: Martin, Geoffrey <Geoffrey Martini? cbsa-asfc.gc.ca»; Macklin, Rhonda «Rhonda. 
O'Bertos, Lyle ; Davidson, Dan <Dan.Davidson@cbsa-asic.gc.ca>; Haeckel, Bethany «Be 
Kane, Darryl «Darryl.Kane 9 cbsa-asfc.gc.ca»; Duncan, Warren <Warren.Duncani ener 


Subject: RE: HHB re-configuration - plan due by noon Friday April 26th 


eS 


Who has an electronic version of the floor plan? 


Christine Bartram 
Manager, Enforcement and intelligence Operations Division 
Canada Border Services pa Een of Canada 
Christine .Bartram@chsa-asfc.gc.ca / Tel: 587-475-4355 


PAT 


Cell: TTY: 866-335-3237 


Christine Bartram 

Gestionnaire, Division des opérations de l'exécution de la loi et du renseignement 

Agence des services frontaliers du Canada / Gouvernement du Canada 

Christine.Bat tram cbsa-asfc. gc.ca / Tél: 587-475-4355 / Cell : ATS: 866-335-3237 
From: Wilmot, Karen <Karen. Wilmot@cbsa-asic.gc.ca> 

Sent: April 23, 2019 2:57 PM 


LE 


To: Martin, — «Geoffr 


eoa eur d Id 


KE 


pe ØC.C - ca>: 


AC Res 


asfc.gc.ca»; Here. Bethany de 
Duncan, Warren <Warren DuncanØrrhs a- per ca» 

Cc: Axten, Bill «Bill. Axten@cbsa sa-asfc.gc.ca»; Klatt, Andrew <Andrew.Klatt@cbsa-asfc.gc.ca>; Valentine, Greg 
«Greg. Valentine @cbsa-asic.gc.ca> 

Subject: HHB re- om plan due by noon Friday April 26th 

Importance: High 


Hi HHB management team, 


In light of the need to identify a suitable workspace for the HRG representative, there will be a need to re- -configure the 
space in room 156. Brad, Bill and I are in agreement that we will use this as an opportunity to re- -configure the existing 
EIOD footprint at HHB. Please sit down as a management team with the floor plan to determine how best to place our 
employees to meet operational needs without increasing our space allocation. 


Given that our timelines are tight, please have a plan ready for us to review by noon on Friday, April 26". 


Thanks, 
Karen 


Pratt, Lisa 


From: Davidson, Dan 

Sent: May 3, 2019 02:46 PM 
To: Choo, Weiwen 

Subject: RE: HHB Reconfiguration 


es, correct. 17 spaces, if are not counting students. 18 if we count the students. 
Yes, correct. 17 spaces, if are not counting students. 18 if we count the students 


Thank you, 
Dan 


From: Choo, Weiwen 

Sent: May 2, 2019 3:49 PM 
To: Martin, Geoffrey ; Macklin, Rhonda ; Davidson, Dan ; Haeckel, Bethany ; Bartram, Christine ; Duncan, Warren ; 
O'Bertos, Lyle 

Cc: Valentine, Greg 

Subject: HHB Reconfiguration 


Good afternoon, Managers! 


As per our discussion, please review the below numbers and proposals for the reconfiguration of our HHB space and let 
me know if any additions or amendments need to be made. 


SESS EES SSS SSSR CSS SSS SSS SSS SS SS SSS DSRS RER EEE 777 4 Ttt let RSA RÉ A RAT dt nent 


Harry Hays Building 


Unit : - Desks Required - 


GETS TN 
| | Hearings | 17 | 
| || OSUMU | 2 > 
|. del — | — 8 | 
|. mand |  — 35 > 

[o 10 


Criminal Investigations | 


- Total # of Desks Required - : tem . Desks ue . Additional Desks. 
(as of June 1,2019) — Available — Required — 


Proposal | oe B Space . .  . Comments 


HRG desk + 2 desks m — HI —!P— 
[S2 Terminal space 
[1-2 desks _ DUI a TT, 


| 1 desk | Between Geoff and Workplace 2.0 setup 

| Determine # of data | Hearings & Intel 

| lines available for | Boardrooms 

3 desks — — 6^ Floor Trade Lunchroom | Would require furniture immediately 
| Work From Home: | | 1-4 days a week/on rotation. 


| Assistant Directors | Additional laptops required: 
| Managers | | Hearings — 7 

Hearings & OSU/IAU | | Guard Services — 1 
Staff — E .. |OSU/IAU - 8 

Relocate Inland file | Old Trade space | 
| bay to free up space 
| Intel Officers working 
| offsite 


YYC Airport | Would free up a few desks in HHB Intel | 
| space 


Thank you © 
S x ar N Å 
Weiwen Choo 

ea SOLE ASD "E FE ede TE å NE : 
Administrative Assistant to Assistant Director W.L. Bill Axten, 
E " f Areny aed intailioases: SMmars barnes PREI 
STE MEN and IDLER RONCE vipnerations DIVISION 


OE MEE M age OE oe ugar IE a Ue mui Rd RAA SEE GE FTSE 
Canada Border Services Agencv/Govemment of Canada 


Weiwen.Choo 9 cbsa-asfc.gc.ca /Tel: 587-475-6304 


Pratt, Lisa 


From: Davidson, Dan 

Sent: May 7, 2019 02:49 PM 
To: Axten, Bill 

Subject: FW: HHB Reconfiguration 


From: Ea Weiwen 

Sent: May 2, 2019 3:49 PM 

To: Martin, Geoffrey ; Macklin, Rhonda ; Davidson, Dan ; Haeckel, Bethany ; Bartram, Christine ; Duncan, Warren ; 
O'Bertos, Lyle 

Cc: Valentine, Greg 

Subject: HHB Reconfiguration 


Good afternoon, Managers! 


As per our discussion, please review the below numbers and proposals for the reconfiguration of our HHB space and let 
me know if any additions or amendments need to be made. 


EDR NN NAA I AE bn OL I er aA AR EAA A a ADENS SS SSS SSD SSDS SSS SSS SSS SSS SSS SSS SSS NOSSO SSS aE SESS SSS SSS SOS SSS SS SS SS SSS SSS OSES acs SDSS SOUS RE RSENS DU SSUES SSS DSSS I Ua ae 


Harry Hays Building 


Unit | Desks Required - 


ET 
Hearings | V > 
| osv | 2 — 
EV ae 
Criminal Investigations | 


- Total Hof Desks Required ee Desks © n - Additional Desks 
(as of June 1, 2019) | | “Available - | 1m . Required 


| 


Proposal - Space å o Comments 


HRG desk + 2 desks _ C——— 
-nun s | S2 Terminal space 


| Between Geoff and | 
Rhonda' s desks 


pees 20setup —— 


———————————————— na BAKEN 


| Determine # of data | Hearings & Intel 

lines available for | Boardrooms 
[workstations | DIE 
|3desks |^. |  |6"Floor Trade Lunchroom | | Would require furniture ir immediately | 
| 1-2 desks |. .— Gi Floor (Bill's Office) BEEN | 
| Work From Home: | | 1-4 days a week/on rotation. 


| Assistant Directors | | Additional laptops required: 
Managers | | Hearings — 7 
Hearings & OSU/IAU | Guard Services — 1 

Staff _ | | OSU/AU - 8 
| Relocate Inland file | Old Trade space | 

bay to free up space 
Intel Officers working 
| offsite 


| Would free up a few desks in HHB 


YYC Airport 
| | space 


Thank you © 
Welwen Choo 


d do Å voice» EE MA né pay LAP I ET À % 
itive Assistant to Assistant Director WE Bill Axten, 


Administrz 
cement and intelligence Operations Division 


Enforce: 
Canada Border Services Agency/Government of Canada 
Weiwen.Choo@chsa-asfc.gc.ca /Tel: 587-475-6304 


CBSA - Released under the Access to 


Information Act. 
l'Accès å l'informati 


l 
ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 


Pratt, Lisa 


From: Davidson, Dan 

Sent: May 7, 2019 03:41 PM 

To: Axten, Bill 

Subject: FW: Minutes- May 7, 2019 
Attachments: Minutes- May 7, 2019.docx 


Categories: Red Category 


Sent: May 7, 2019 10:43 AM 
To: Davidson, Dan 
Subject: Minutes- May 7, 2019 


Good morning, Dan! 
Please see attached the above-noted. 
Thank you, 


Damini Sikand 

A/Enforcement Assistant, Hearings and Appeals, Enforcement and Intelligence Operations Division 

Canada Border Services Agency / Government of Canada 

Damini Sikand(?cbsa-asic.gc.ca / Tel: 587-475-4219 

Adjointe à l'exécution de la Loi, Section des audiences et d'appels, Division des opération de l'exécution de la loi et du 
renseignement 

Agence des service frontaliers du Canada / Gouvernement du Canada 


jrs, > to yn o^, E n Få 
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CBSA - Released u iude pe HA 
ASFC . Dulgaion ee 


Pratt, Lisa 


From: Davidson, Dan 

Sent: May 16, 2019 11:27 AM 

To: Misanchuk, Cynthia 

Subject: RE: OHS Recommendation for Two year Plan pending fourth floor availability. 


i do not. I will speak with her. Again on this. Sorry she bothered you with this. 


From: Misanchuk, Cynthia 

Sent: May 16, 2019 10:26 AM 

To: Davidson, Dan 

Subject: FW: OHS Recommendation for Two year Plan pending fourth floor availability. 
Importance: High 


Morning Dan, 


The RDG was explicit on what was going to happen and that nothing is definite. | am forwarding my resp 


onse To your 
ji e, | am not moving forward with any response as this is not an OSH issue. 


Fake 
C 
= 
= 
Mie + 
poste 
ede 
ER 
p 


officer who is also on the OSH c 
Thanks if you have any different thoughts let me know. 
Cynthia R.C. Misanchuk, B.Comm. 


Manager, Regional Programs, Trade Operations Division, Operations Branch 
Canada Border Services Agency / Government of Canada 
cynthia.misanchuk CORA sfc.gc.ca / Tel: 587-475-4281/ TTY: 1-866-335-3237 


Gestionnaire des program mes régionaux, Division des opérations liées aux échanges commerciaux, Direction générale 
des opérations 

Agence des services frontaliers du Canada/ Gouvernement du Canada 

cynthia.misanchuk@cbsa-asfc.gc.ca / Tél. :587-475-4281 / ATS : 1-866-335-3237 


From: Misanchuk, Cynthia 
Sent: May 15, 2019 11:25 AM 
To: Watson, Shannon <Shannon. Watson@chsa-asfc.ec ca»; Zelisko, Darryl <Darryi.Zeliskofchsa-asfc.gc.ci 


Subject: RE: OHS Recommendation for Two year Plan pending fourth floor availability. 


fe 


| am sorry I think this a facilities issue not an issue to be addressed through OSH. 


Cynthia R.C. Misanchuk, B.Comm. 


Manager, Regiona bien ms, Trade Operations Division, Operations Branch 
Canada Bc x Services Agency / Government of Canada 


ur l'Accès å l'i 


information 


CBSA - Released u iid DOE mation Act 
ASFC - Divu sigan vertu de la oi ur l'Accès å l'information 


cynthia.misanchuk@cbsa-asfc.gc.ca / Tel : 587-475-4281/ TTY: 1-866-335-3237 


Gestionnaire des programmes régionaux, Division des opérations liées aux échanges commerciaux, Direction générale 
des opérations 

Agence des services frontaliers du Can; ada/ ¢ souvernement du Canada 

BS EE ?Cbsa-asic.gc.ca / Tél 1587-475- 1981 | ' ATS : 1-866-335-3237 


From: Watson, Shannon «Shannon. Watsont?cbsa-asfc.gc.ca» 
Sent: May 8, 2019 10:42 AM 

To: Misanchuk, Cynthia «Cynthia. Misanchuk@ch: 3sa-asfc.gc.ca»; Zelisko, Darryl <Darryl.Zelisko Øcbsa-asfe.gc.ca> 
Subject: OHS Recommendation for” m year Plan pending fourth floor availability. 


Add data lines to: 


Room/Cubicle Use Number of lines required 
166.3 (Old Hearings Room) RIPC /Student/Project 4 
B100 Hallway Project/Student 2 

B-103 Hallway Project/ Student 2 

B-101 Hearings Hot Desk 1 

B-104 Hearings Hot Desk 1 

B-107 Hearings Hot Desk 1 

B-110 Hearings Hot Desk 1 

D-114 CID 1 

D-115 CID 1 

185.3 Document Lab 2 

180.3 DFI lab 4 


These additional data and electrical would allow in the next two years adequate spacing for students, projects, and hot 
desk options for work from home capabilities. 


The positions selected are mostly window areas that are larger than the 2.0 compliance requirement. 
With the addition of these data lines it would then be recommend that the following moves take place: 


1. OSU/Travel desk/HRG (6) 

2. CID and their file cabinets move to room 180, next to their cage and boardroom/case work room. (14 — 18 work 

spaces) Possible additional data lines can be run to DFI lab (4 additional) 

Hearings to move with (dascos to B101-112) (16 work spaces) 

Guard Services (B140-B141) cubicles immediately outside cell hallway. Maintain Guard/escort room 

5. Inland Enforcement 
Maintain meeting room for two students, move clerical staff next to file bay (35 work stations plus 4 hallway 
work desks) possible 12 additional in file bay area. 

6. Maintain Inland Enforcement File Bay in current location unless footprint across the hall allows for space 
requirements. Space requirement can be reduced with an archiving/data integrity/electronic use project. 


p 


This plan requires the least amount of moving of units for the "two year" plan. It is formulated for the flow of the work 
units and access to their required files and chain of evidence requirements. 


If the Inland File bay can be moved to the green zone of room 169 it would allow the placement of an additional 12 data 
lines into that area for future use. 


Cynthia/Darryl 
Please feel free to critique, delete and or move on up the food chain if you wish. 


Thanks 
Shannon 
Employee OHS rep 


CBSA - Released under the Access to Inf: 
k 


ASFC - Divulgation en vertu de la loi sui 


l 
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formation 
l'Accès à 


l'information 


Act 
l'info, 


Brodeur, Julie 


From: Choo, Weiwen 

Sent: May 7, 2019 01:11 PM 
To: Axten, Bill: Wilmot, Karen 
Subject: FW: HHB Reconfiguration 


FYI —- Updated numbers & proposals. 


From: Choo, Weiwen 

Sent: May 2, 2019 3:49 PM 

To: Martin, Geoffrey <Geoffrey.Martin@cbsa-asfc.gc.ca>; Macklin, Rhonda <Rhonda.Macklin@cbsa-asfc.gc.ca>; 
Davidson, Dan <Dan.Davidson@cbsa-asfc.gc.ca>; Haeckel, Bethany <Bethany.Haeckel@cbsa-asfc.gc.ca>; Bartram, 
Christine «Christine.Bartram @cbsa-asfc.gc.ca>; Duncan, Warren <Warren.Duncan@cbsa-asfc.gc.ca>; O'Bertos, Lyle 
<Lyle.O'Bertos@cbsa-asfc.gc.ca> 

Cc: Valentine, Greg <Greg.Valentine@cbsa-asfc.gc.ca> 

Subject: HHB Reconfiguration 


Good afternoon, Managers! 


As per our discussion, please review the below numbers and proposals for the reconfiguration of our HHB space and let 
me know if any additions or amendments need to be made. 


Harry Hays Building 


Unit Desks Required 


|. mtl | 8 > 


Total # of Desks Required Desks Additional Desks 
(as of June 1, 2019) Available Required 


6 pm | 19 > 


Proposal Space Comments 


HRG desk+2desks [Intel | 
S2 Terminal space 
1-2 desks Document Lab | ——— 


1 desk Between Geoff and Workplace 2.0 setup 
Rhonda's desks 


Determine # of data Hearings & Intel 
lines available for Boardrooms 
workstations 


6" Floor Trade Lunchroom | Would require furniture immediately 
1-2 desks 6* Floor (Bill’s Office) — |  — —/  - 


Work From Home: 1-4 days a week/on rotation. 


Assistant Directors Additional laptops required: 
Managers Hearings — 6 


Hearings Staff: 3 Guard Services — 1 
OSU/IAU Staff: OSU/IAU — 8 
Intel - TBD 


Relocate Inland file Old Trade space 
bay to free up space 
for desks 


17 desks Old Trade space 


Intel Officers working | YYC Airport Would free up a few desks in HHB Intel 
offsite space 


Thank you © 


Weiwen Choo 


Administrative Assistant to Assistant Director W.L Bill Axten, 
Enforcement and Intelligence Operations Division 

Canada Border Services Agency/Government of Canada 
Weiwen.Choo@cbsa-asfc.gc.ca /Tel: 587-475-6304 


Brodeur, Julie 


From: Axten, Bill 

Sent: May 7, 2019 03:53 PM 

To: Wozny, Brad 

Cc: Wilmot, Karen; Choo, Weiwen (Weiwen.Choo@cbsa-asfc.gc.ca) 
Subject: HH Workspace 


Brad, just a heads-up we are going to start moving forward (slowly) with freeing up desk space for a couple employees. 
As of next week (Tuesday or Wednesday) Lyle O'Bertos will be moving to my office on the 6" floor and Karen and I will 
be sharing the desk I currently hold. 


This will only free up 2 desks but it's a start. 
We are looking for a total of 18 new work spaces. 


Karen and I will also be meeting with infrastructure next week to follow up on the following options — 
HRG Rep / Travel desks — 3 desks 
6" floor — 3 - 4 desks 
Intel Board Room — 4 - 5 desks 
New Desk between Rhonda and Geoff — 1 desk 
Document Lab — 1 — 2 desks 


Hearing Work at Home - 3 desks 


If we are able to pull of the above together we should be ok as there are a couple options available with Intel O's and 
|A'S. 


Harry Hays Building 


Unit Desks Required 


del | 8 > 


Criminal Investigations 


Total # of Desks Required Desks Additional Desks 
(as of June 1, 2019) Available Required 


CBSA - Released under the Access to Information Act 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 
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Brodeur, Julie 


From: Wilmot, Karen 

Sent: May 9, 2019 10:48 PM 
To: Wozny, Brad; Axten, Bill 
Subject: RE: HH Workspace 


Hi Brad and Bill, 


Bill - | apologize that I ran out of time to get this out earlier, so please add in anything that | have missed or correct 
anything if I have not captured our discussions correctly. 


Further to our meeting today, below are the matters that will require your attention and escalation: 


infrastructure will need to provide an update and timeline on our footprint capacity beyond room 170 and room 
156 ~ this is a priority as it influences all other planning. Specifically: 
o 6 floor lunchroom ~ confirm data lines installed, missing furniture 
o East side — will we have access to the lunch room, meeting rooms, and to the potential 17 workstations? 
If ves, when? 
o Management participation in a walk-through of the 4" floor space for future planning. We tentatively 
think that Intel and the OSU may be best suited for that move, but there will be some special space 
requirements that may complicate that plan 
infrastructure advised that they will follow up with McCrums on design reconfiguration of the DFI room, 
Rhonda's desk and the $2 terminal to install new workstations — this is a priority as we need to have workplace 
for HRG on june 1* 
infrastructure will be required to contact McCrums for an assessment of the intel boardroom, Hearings room 
and document lab to determine what capacity they have to accommodate workstations, including data drops — 
this is also a priority, as this space is needed critically 
infrastructure will need to also coordinate the following for the above spaces: 
o identification and movement of furniture — recommend using the existing extra furniture from the 
vacated East side of the office 
o Coordination with IT and SSC on the data and phone line installs 
o Arranging for all contractors required to perform the work, including escorts as required 
To alleviate some immediate space pressures (need space for 19) the following steps can be taken: 

o All managers advised to check room 170 and room 156 when an employee who does not currently have 
a desk needs one as there are pockets of space due to employee absences 
CAD has confirmed that the airport authority will approve 6 EIOD employees at CIA (3 traffic and 3 
commercial). Before this can happen, several steps are required: 

# Finalization of a project plan that will provide an appropriate level of management oversight 
and ensure program needs are delivered. Waiting for information from CAD on peak periods to 
best align with intel mandate. 

= Interpretation of NIC travel directive (traffic >16 km from HHB and commercial «16 km from 
HHB) — may incur significant costs OT or lose productivity for travel time, meals and 
transportation expenses 

# Work with LR/HR on communication to staff regarding entitlements 

o Managers have identified areas that may support an alternate work arrangement like the Trade model 

(scheduled days in the office and at home) 

8 Potential for AD's to share a work location and work from home — given that they manage a 
regional program, there could be a benefit to focusing on other areas. Would also ensure that 
there is always one AD on site 


O 


# Potential for Hearings Officers to share work locations and work from home/IRB 
e information not higher than Protected B —can transport and store in an approved 
container {secure briefcases or backpacks) 
= Potential for IA's share a work location and work from home 
e Information is all electronic and can work virtually 
e To make these options viable there is a need for the following: 
o Procure sufficient numbers of approved transport containers — will do an inventory, but should only 
need a minimal number due to previous purchases 
o Procure IT equipment that can be used from home (laptops and any supporting hardware) and towers 
for all workstations 
#  lfapproved for an alternate work arrangement laptop requirements are noted below. Current 
exercise underway to swap out laptops for those who cannot work from an alternate work 
location and to collect all unit laptops for re-assignment. 
e Hearings — 7 laptops 
e Guard Services — I laptop 
e  OSU/IAU —8 laptops 
@ i0’s~6 laptops 
= Desk tops - TBD once Infrastructure confirms workstation capacity 
@ There will obviously be financial implications that stem from these measures, therefore we will need to secure a 
source of funding once the estimates are received. Local or EIOD budget, regional budget, or NHO budget? 
e Staff are seeking information, as such it is important to message to staff that concrete steps are being taken to 
address the situation. 
o We should send an immediate message out that advises the following: 
# A decision has been made and we will not be returning to the East side on a permanent 
basis. Mid-term option is to obtain space on the 4" floor, however this is a 12-24 month 
timeline to realize. Discussions are underway to formulate a viable interim solution. 
o We then need to provide an update as soon as any of the proposed options are approved and we have a 
timeline for their implementation 
e itis important to note that these proposed options are the interim solution to address the immediate pressures 
which are having a significant negative impact on employee well-being and morale. There is need to continue 
to push forward with the mid-term option which includes movement to the 4" floor and, if required, additional 
space while a long term solution is sought 


Thanks, 
Karen 


From: Wozny, Brad 

Sent: May 7, 2019 1:56 PM 

To: Axten, Bill <Bill.Axten@cbsa-asfc.gc.ca> 

Cc: Wilmot, Karen <Karen.Wilmot@cbsa-asfc.gc.ca>; Choo, Weiwen <Weiwen.Choo@cbsa-asfc.gc.ca> 
Subject: RE: HH Workspace 


OK, looks good. I will want all of us to meet to discuss. I cant today. Perhaps tomorrow sometime. I also want all AD's 
present. 


From: Axten, Bill <Bill.AxtenQcbsa-asfc.gc.ca 
Sent: May 7, 2019 2:53 PM 
To: Wozny, Brad <8rac.\Wozny@cosa-asic.gc.ca> 

Cc: Wilmot, Karen «Karen. VVilmoti&? cbsa-asfc.gc.ca»; Choo, Weiwen <Weiwen.ChooØQcbsa-asto.gc.ca> 


Subject: HH Workspace 


Brad, just a heads-up we are going to start moving forward (slowly) with freeing up desk space for a couple employees. 
As of next week (Tuesday or Wednesday) Lyle O'Bertos will be moving to my office on the 6" floor and Karen and I will 
be sharing the desk I currently hold. 


This will only free up 2 desks but it's a start. 
We are looking for a total of 18 new work spaces. 


Karen and I will also be meeting with infrastructure next week to follow up on the following options — 
HRG Rep / Travel desks — 3 desks 
6t" floor — 3 - 4 desks 
Intel Board Room — 4 - 5 desks 
New Desk between Rhonda and Geoff — 1 desk 
Document Lab — 1 — 2 desks 


Hearing Work at Home — 3 desks 


If we are able to pull of the above together we should be ok as there are a couple options available with Intel O's and 
IA's. 


Harry Hays Building 


Unit Desks Required 


|. mtl | 8 > 


Total # of Desks Required Desks Additional Desks 
(as of June 1, 2019) Available Required 


86 pm [| 19 > 


Proposal Space Comments 


HRG desk+2desks [Intel | 
S2 Terminal space 
1-2 desks Document Lab | S 


CBSA - Released under the Access to Information Act 


ASFC - Divulgation en vertu de la loi sur l'Accès à l'information. 
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